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City  and  County  of  San  Francisco  Civil  Service  Commission 

December  1,  1983 


The  Honorable  Dianne  Feinstein 

Mayor  of  the  City  and  County  of  San  Francisco 

200  City  Hall 

San  Francisco,  California  94102 

Dear  Mayor  Feinstein: 

On  behalf  of  my  fellow  members  of  the  Civil  Service  Commission,  I  am 
pleased  to  submit  the  Annual  Report  of  the  Civil  Service  Commission  and  its 
staff  for  the  fiscal  year  concluding  June  30,  1983. 

1  would  like  to  highlight  several  of  the  Civil  Service  Commission's 
achievements  for  this  past  fiscal  year  -  achievements  which  continue  to 
further  the  Commission's  goals: 

I.   EXECUTIVE  TRAINING  AND  MANAGKMENT  DEVELOPMENT 

A  total  of  1,  184  managers  and  136  executives  and  senior  managers  were 
trained  through  the  on-going  citywide  management  development  program.   Your 
Fiscal  Advisory  Committee  presented  a  Special  Achievement  Award  to  Roberta 
McDonough,  Director  of  Training,  for  the  implementation  of  the  extensive 
management  training  which  the  Unit  has  provided  to  more  than  1500  City 
administrators.   Public  Technology,  Inc.   (PTI)  presented  its  Technology 
Achievement  Award  to  the  City  and  County  of  San  Francisco  for  its  program  of 
Intergrated  training  for  Executive  and  Senior  Managers. 

II.   CLASSIFICATION  SURVEY  OF  SENIOR  MANAGEMENT  SERVICE  AND  MANAGER/ 

ADMINISTRATIVE  POSITIONS 

Civil  Service  staff  is  currently  reviewing  the  draft  report  submitted  by 
Ralph  Anderson  and  Associates  in  connection  with  the  Senior  Management  Service 
survey;  the  final  report  should  be  presented  during  the  next  fiscal  year.   The 
Classification  Division  continues  to  work  on  maintenance  of  the  Classification 
Plan  while  reviewing  departmental  requests  for  new,  substitute  and  transition 
positions . 

III.   EXAMINATION  UNIT 

A  major  accomplishment  of  the  Examination  Unit  for  this  fiscal  year  has 
been  its  continued  increase  in  productivity.   A  total  of  171  eligible  lists 
were  produced  in  fiscal  year  1982  83,  as  compared  to  147  in  fiscal  year 
1981-82  and  64  in  fiscal  year  1980-81.   In  response  to  a  Letter  of  Agreement 
(which  seeks  to  transition  qualified  long-term  temporary  employees  to 
permanent  status)  between  the  City  and  various  unions,  a  special  Accelerated 
Testing  Program  was  created  in  April  1983.   To  implement  that  program,  an 
Accelerated  Examination  Program  Unit  was  created  and  fourteen  employees  were 
hired  to  staff  the  Unit,  which  had  produced  178  examination  announcements  by 
May  1983. 
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IV.   SALARY  AND  WAGE  ADMINISTRATION 

As  a  result  of  comprehensive  surveys  by  the  Salary  Standardization  Unit, 
miscellaneous  employees  received  an  average  pay  increase  of  6.2X,  Registered 
Nurse  classifications  received  10. 6X,  transit  platform  employees  and  operators 
received  5.2%  and  uniformed  police  and  fire  employees  received  6. IX. 

V.   EQUAL  FMPLOYMENT  OPPORTUNITY 

The  Equal  Employment  Opportunity  Unit,  following  the  signing  of  the  Letter 
of  Agreement  between  the  City  and  various  unions,  has  substantially  expanded 
its  responsibilities.   Now,  in  addition  to  its  on-going  duties,  the  Unit  has  a 
major  responsibility  for  implementing  substantial  portions  of  this  agreement, 
which  seeks  to  transition  qualified  long-term  temporary  employees  to  permanent 
status,  correct  employment  practices  resulting  in  long-term  temporary 
employees  and  improve  the  merit  system  in  City  and  County  employment.   The 
Equal  Employment  Opportunity  Unit  continues  to  recruit  qualified  minorities 
and  women  into  the  City's  workforce.   For  example,  Hispanic  appointments 
increased  to  15.4%  from  14.5%  in  fiscal  year  1981-82. 

We  of  the  Civil  Service  Commission  are  proud  of  our  accomplishments  in 
advancing  the  goals  of  the  Merit  System  in  Fiscal  Year  1982-83,  and  we  look 
forward  to  the  opportunity  for  further  achievements  in  the  next  fiscal  year. 

Respectfully  submitted, 

Civil  Service  Commission 


Louis  Hop  Lee 
President 


THB  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 


The  Civil  Service  Comnission  is  composed  of  five  members  (at  least  one  of 
whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of 
office.   Those  currently  serving  on  the  Civil  Service  Commission  are  Louis  Hop 
Lee,  President,  Howard  S.  Gloyd,  Vice  President,  and  Commissioners  Genevieve 
Powell,  Darrell  J.  Salomon  and  Carlota  Texidor  del  Portlllo. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.   The  Commission  classifies  and  reclassifies  all  places 
of  employment  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.   The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  in  the  City  and  County.   The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  fiscal  year  1982-83,  the  Civil  Service  Commission  met  36  times. 

The  Commission  conducted  25  regular  and  11  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.   The  Commission  considered  142  classification  and  pay 
items  which  resulted  in  the  establishment  of  957  new  positions.   108  classes 
were  either  established,  consolidated  or  abolished.   44  Salary  Ordinance 
amendments  were  submitted  as  a  result  of  Commission  action.   Among  the  pay 
matters  considered  by  the  Commission  were  the  surveys  of  Police,  Fire, 
Registered  Nurse,  and  Municipal  Railway  rates  of  pay.   79  items  of  in-  service 
activities  were  reviewed.   In  addition,  the  Commission  considered  66 
examination  matters.   The  Commission  also  ruled  on  61  requests  for 
reconsideration  of  its  action. 

The  Commission  reviewed  the  following  228  separations  from  service:   70 
resignations;  50  terminations  of  limited  tenure  appointments;  51  terminations 
of  entrance  probationary  appointments;  3  terminations  of  promotive 
appointments;  9  terminations  of  temporary  Civil  Service  appointments  and  45 
dismissals  of  permanent  employees. 

During  this  fiscal  year,  the  Commission  considered  19  appeals  of  automatic 
resignations  and  32  automatic  resignations  were  administratively  processed. 
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CLASSIFICATION 

Position  classification  is  a  basic  tool  of  personnel  management  that 
provides  a  systematic  means  of  identifying  and  describing  different  kinds  of 
work  in  terms  of  primary  tasks,  duties  and  responsibilities,  and  the 
knowledge,  skills  and  abilities  required  for  their  performance.   After 
positions  in  the  public  service  are  grouped  into  classes  on  the  basis  of 
similarity  in  these  respects,  specifications  delineating  the  basic 
characteristics  of  a  class  are  prepared.   In  most  instances  classes  are 
grouped  into  series  providing  career  opportunities  in  City  employment.   This 
process  assures  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay,  training  and  promotion.   Position  classification  is  the 
fundamental  element  in  implementing  the  merit  principle  of  equal  pay  for  equal 
work. 

WORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and 
conducting  the  majority  of  the  classification  studies  of  1502  classes 
consisting  of  approximately  25,200  permanent  and  approximately  4,000  temporary 
positions.   This  work  involves  classification  of  new  positions, 
reclassification  of  existing  positions,  recommendations  on  the  staffing  of 
organization  units,  classification  problem  resolution  by  research  and  survey, 
position  audits,  preparation  of  reports,  letters,  memoranda  and  Salary 
Ordinance  Amendment  legislation. 

UNIT  1982-83  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished  108   (1)* 

B.  Positions  classified/reallocated  1048   (2)* 

C.  Classification  reports  calendared  103   (3)* 

D.  Salary  Ordinance  Amendments  prepared  44 

E.  Tenure  of  Requisition  requests  acted  upon  361 
*NOTES: 

1.  This  figure  includes  13  new  classes  established,  2  classes  consolidated 
and  93  classes  abolished. 

2.  This  figure  includes  957  new  positions  and  91  positions  reclassified. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

26  personal  services  contract  reports  (671  contracts),  5  special  reports, 
29  specification  amendments,  91  positions  reclassified,  957  new  positions 
classified,  93  classes  abolished,  13  new  classes  established,  and  2  Staff 
Aide/Assistant,  Special  Project  positions  approved. 
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MAJOR  CLASSIFICATION  STUDIES 

The  Classification  Plan  consists  of  all  classes  established,  and  it  is 
amended  to  reflect  changes  in  departmental  organization  or  in  duties  assigned 
to  positions.   During  the  past  year  the  Classification  Section  conducted  the 
following  major  studies  in  its  effort  to  insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 

SENIOR  MANAGEMENT  SERVICE  AND  MANAGER/ADMINISTRATIVE  SURVEY 

A  draft  report  has  been  submitted  by  the  consulting  firm  of  Ralph  Andersen 
and  Associates  for  review  by  the  General  Manager,  Personnel,  and  staff  on  the 
work  to  date  in  connection  with  the  Senior  Management  Service  Survey.   This 
draft  is  currently  under  review.   It  is  anticipated  that  the  survey  report 
will  be  presented  during  the  coming  fiscal  year. 

Several  beneficial  aspects  are  expected  to  result  from  this  survey.   Some 
of  these  include:   significant  improvements  in  the  selection,  appointment  and 
compensation  of  high-level  administrative  and  management  personnel  in  City 
service;  additional  employment  and  promotional  opportunities  for  women  and 
minorities  in  administrative  and  management  positions  will  be  enhanced  through 
the  development  of  effective  career  ladders  as  well  as  improvements  in 
recruitment  and  selection  techniques. 

CONTROLLER'S  OFFICE 

The  Controller  requested  that  a  professional  auditor  series  of 
classifications,  separate  from  the  accounting  series,  be  established  to 
perform  internal  auditing  duties.   Staff  discussed  this  concept  with  various 
departmental  and  employee  organization  representatives,  and  surveyed  ten 
California  jurisdictions,  nine  of  which  had  a  separate  auditor  series.   The 
staff  established  three  new  classes  of  Associate  Auditor,  Supervising  Auditor 
and  Chief  Auditor. 

RECREATION  AND  PARK 

At  the  request  of  the  Recreation  and  Park  Department,  staff  conducted  a 
city-wide  survey  of  positions  in  classes  3^10  Assistant  Gardener  and  3416 
Gardener.   A  total  of  226  permanent  Gardener  and  148  Assistant  Gardener 
positions  in  10  City  departments  were  reviewed.   The  staff  concluded  that 
there  was  virtually  no  difference  in  the  duties  performed  by  employees  in  the 
two  classes*  therefore,  staff  recommended  that  classes  3410  and  3416  be 
consolidated  into  a  single  new  class  of  3417  Gardener  with  a  salary  range  the 
same  as  that  of  3416  Gardener. 
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POLICE  DEPARTMENT 

On  November  2,  1982,  the  Charter  was  amended  to  establish  an  Office  of 
Citizen  Complaints  responsible  to  the  Police  Commission.   Our  staff  was 
requested  to  recommend  appropriate  classifications  for  use  in  this  new  unit. 
Staff's  review  involved  meetings  with  the  Deputy  Chief  of  Police  and  a 
committee  of  the  Police  Commission,  an  on  site  visit,  analysis  of  reports  from 
the  Mayor's  Office  and  discussions  of  staffing  patterns  with  key  public 
agencies.   Staff  recommended  the  allocation  of  10  positions  to  3  new 
classifications  and  the  allocation  of  4  positions  to  existing  classifications. 

PUBLIC  UTILITIES  COMMISSION 

Due  to  increases  in  vandalism  and  theft  of  Public  Utilities  Commission 
property,  including  an  estimated  annual  loss  of  $50,000  in  farebox  thefts,  the 
Public  Utilities  Commission  requested  a  new  security  manager  position  to 
develop,  coordinate  and  implement  comprehensive  security  programs  for  all 
Public  Utilities  Commission  departments  including  the  Municipal  Railway.   The 
Classification  Division  staff  recommended  the  establishment  of  a  new  class  of 
8221  Security  Services  Manager  which  differs  from  existing  security  classes  in 
that  it  is  primarily  administrative  and  managerial  in  nature  and  has 
responsibility  for  all  departments  of  the  Public  Utilities  Commission. 

Additionally  this  department  is  phasing  out  the  services  of  consultant 
computer  experts  and  has  requested  the  classification  of  11  new  Civil  Service 
positions  to  staff  the  Bureau  of  Management  Information  Systems.   The 
positions  will  be  responsible  for  the  development,  operation  and  maintenance 
of  sophisticated  computerized  management  systems.   After  a  detailed  analysis 
of  each  required  position,  the  staff  allocated  the  11  positions  to  various 
classifications  involving  programming,  systems  analysis,  computer  operations 
and  related  support  functions. 

DEPARTMENT  OF  SOCIAL  SERVICES 

The  General  Manager  of  the  Department  of  Social  Services  requested  a 
classification  survey  of  positions  in  the  General  Assistance  Program  with  a 
view  toward  converting  from  social  worker  to  income  maintenance 
classifications.   This  request  was  in  response  to  a  Federally  suggested 
division  of  labor  between  eligibility  determinations  and  "social  services." 
After  conducting  audits  of  16  positions  and  surveying  five  Bay  Area 
jurisdictions,  staff  recommended  the  reclassification  of  51  social  work 
positions  to  eligibility  worker  classifications.   This  reclassification  is 
expected  to  result  in  a  salary  savings  of  $188,136  per  year. 

SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 

The  staff  completed  Phase  II  of  a  comprehensive  reorganization  of  the 
School  District's  Building  and  Grounds  Division.   This  phase  consisted  of  a 
survey  of  the  Warehouse  Section  encompassing  27  Warehouse  employees  in  three 
functional  areas.   Staff  recommended  the  establishment  of  one  new 
classification,  the  abolishment  of  one  classification  and  the  amendment  to  the 
specification  for  A  existing  classes. 
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CITY  PLANNING 

The  Department  of  City  Planning  requested  reclassification  of  18  positions 
in  Class  5278  Planner  II  into  six  new  specialist  classifications.   Following  a 
survey  of  the  subject  positions  as  well  as  similar  positions  in  eight  other 
major  planning  agencies,  the  staff  determined  that  Class  5278  Planner  II 
should  remain  a  broad-based  class  and  that  a  generalist  planning  background  is 
appropriate  for  journey  level  planning  assignments.   However,  staff 
recommended  the  reclassification  of  five  of  the  positions  for  which  alternate 
existing  classifications  appeared  to  more  closely  describe  the  duties. 

DEPARTMENT  OF  PUBLIC  HEALTH 

Beginning  January  1,  1983,  the  County  assumed  responsibility  from  the 
State  for  the  provision  of  health  services  to  Mentally  Indigent  Adults.   A 
Supplemental  Appropriation  was  approved  by  the  Mayor's  Office  for  152  new 
positions  to  staff  this  program.   The  Classification  Division  staff  worked 
closely  with  the  department  to  classify  these  new  positions  in  various 
categories  of  health  care  professionals  and  support  services. 

PROJECTED  CLASSIFICATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.   Departmental  requests  are  always  reviewed  in  terms 
of  the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in  existing 
classifications.   On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.   At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1983-84  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  1077  new,  substitute  and  transition  positions  which  must  be 
reviewed  by  the  Classification  Division.   Many  of  these  positions  will  involve 
in-depth  analysis  by  staff.   The  creation  of  new  classes  and  amendments  to 
existing  class  specifications  may  be  required  to  meet  changing  needs  within 
City  departments. 

Significant  projects  during  the  coming  fiscal  year  (1983-84)  include: 
continued  service  by  the  Commission  staff  to  those  departments  charged  with 
performing  highly  complex  technical  services  for  the  City  in  such  areas  as  the 
Clean  Water  Program,  the  Municipal  Railway's  Muni-Metro  system  and  city-wide 
data  processing  services.   In  the  latter  situation,  the  staff  has  been  working 
closely  with  the  newly  established  Electronic  Information  Processing  Committee 
(EIPSC)  to  resolve  classification  and  pay  problems  resulting  from  the 
increased  complexity  of  the  City's  data  processing  system. 

The  staff  will  assist  the  newly  appointed  General  Manager  of  the  Public 
Utilities  Commission  and  the  newly  appointed  Director  of  Personnel,  Public 
Utilities  Commission,  in  resolving  a  variety  of  outstanding  personnel  problems 
in  that  agency. 
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LABOR  RELATIONS 

The  Labor  Relations  Section  performs  functions  required  by  the  Employee 
Relations  Ordinance  of  the  City  and  County  of  San  Francisco.   These  functions 
include  certifying  the  appropriate  employee  organization  to  represent 
employees  for  bargaining  purposes,  investigating  charges  of  Unfair  Labor 
Practices  and  processing  all  matters  which  require  a  hearing  before  an 
Administrative  Law  Judge.   The  Commission  assumed  these  impartial  or  neutral 
labor  relations  responsibilities  in  August,  1976. 

Currently,  the  most  critical  program  activity  is  the  certification  process 
which  establishes  an  employee  organization  as  the  official  representative  for 
particular  classes.   This  is  because  the  City  has  entered  into  agreements  with 
several  employee  organizations  which  require  the  automatic  deduction  of  dues 
or  a  comparable  service  fee  for  employees  in  represented  classes. 

CERTIFICATION  FOR  EMPLOYEE  ORGANIZATIONS 

In  accordance  with  the  Employee  Relations  Ordinance,  the  Labor  Relations 
Section  certifies  an  employee  organization  as  the  recognized  or  official 
representative  for  employees  through  either  the  election  process  or  by 
verifying  historical  representation  for  the  organization.   Such  recognition  or 
certification  entitles  the  employee  organization  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Organization. 

An  employee  organization  wishing  to  represent  a  group  of  City  employees 
initiates  the  election  process  by  petitioning  the  Labor  Relations  Section  to 
hold  an  election  to  determine  the  official  representative  for  the  employee 
bargaining  unit.   After  receipt  of  a  valid  petition,  staff  chairs  a 
pre-election  conference  of  all  concerned  parties  to  determine  the  date,  time, 
place  of  election  and  voter  eligibility.   Subsequently,  a  representative  from 
the  Employee  Relations  Division  and  a  representative  from  the  petitioning 
employee  organization  sign  a  formal  election  agreement  which  is  witnessed  by 
Commission  staff.   At  the  voting  sites,  the  State  Mediation  and  Conciliation 
Service  acts  as  the  election  agent  by  distributing  ballots  and  tabulating  the 
results  after  the  polls  close.   A  majority  of  those  voting  determines  the 
results.   After  resolving  any  protest  over  the  conduct  of  the  election,  the 
Labor  Relations  Section  formally  certifies  the  elected  employee  organization 
to  represent  the  group  of  employees  in  their  labor  relations  with  the  City  and 
County.   Commission  staff  also  conducts  decertification  or  recall  elections. 
This  occurs  when  a  group  of  employees  or  an  employee  organization  petitions 
for  an  election  to  be  held  to  decertify  or  recall  the  current  elected 
representative . 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented  employees 
in  the  bargaining  unit.   After  researching  the  matter,  the  Labor  Relations 
Unit  certifies  the  organization  as  the  official  representative  or,  if  the 
matter  is  under  dispute,  orders  that  an  employee  election  be  held  to  determine 
the  matter.   During  the  past  fiscal  year  thirty-five  certifications  or 
decertifications  have  been  completed  by  Commission  staff. 
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UNFAIR  LABOR  PRACTICE  CHARGES 

The  Labor  Relations  Section  is  also  responsible  for  processing  Unfair 
Labor  Practice  Charges.   Staff  initially  investigates  the  charges  by  reviewing 
reports,  records  and  other  documents  and  conducting  interviews.   When 
necessary,  further  information  or  specification  is  requested  from  either  the 
charging  or  charged  party.   After  thoroughly  reviewing  the  charge,  staff 
attempts  to  mediate  or  assist  the  parties  in  reconciling  the  dispute.   If 
mediation  proves  unsuccessful,  the  Labor  Relations  Section  submits  a  written 
report  of  the  findings  to  the  General  Manager,  Personnel,  recommending  either 
dismissal  of  the  charge,  in  whole  or  part,  or  referral  to  an  Administrative 
Law  Judge.   If  a  hearing  is  required,  staff  conducts  a  meeting  with  the 
parties  prior  to  the  hearing  in  order  to  clarify  the  issues.   In  fiscal  year 
1982-83,  three  Unfair  Labor  Practice  Charges  were  investigated;  one  was 
resolved  by  staff  with  the  remainder  still  under  investigation. 

ADMINISTRATIVE  LAW  JUDGE  HEARINGS 

Under  this  Ordinance,  the  Labor  Relations  Section  is  responsible  for 
processing  other  matters  which  require  resolution  by  an  Administrative  Law 
Judge.   Such  matters  include  disputes  initiated  by  an  employee  or  the 
employee's  supervisor  over  the  employee's  unit  designation  and  disputes  over 
the  interpretation  or  application  of  provisions  of  Memoranda  of 
Understanding.   Additionally,  Administrative  Law  Judge  Hearings  are  required 
to  examine  complaints  regarding  abridgement  of  management  or  employee  rights 
which  are  set  forth  in  the  Ordinance.   Staff  reviews  these  disputes,  attempts 
to  reconcile  the  parties  and,  if  unsuccessful,  refers  the  matter  to  an 
Administrative  Law  Judge  for  final  resolution.   Prior  to  the  hearing,  staff 
chairs  a  meeting  of  the  parties  to  clarify  the  issues  and  to  make  any  other 
necessary  arrangements.   In  the  past  fiscal  year,  staff  reviewed  and  helped  to 
mediate  twenty  disputes  over  unit  designations. 
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SALARY  STANDARDIZATION 

The  primary  function  of  the  Salary  Standardization  Section  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees  according  to  the  provisions 
of  the  Charter,  as  well  as  implementing  and  recommending  revisions  to  the 
administrative  provisions  of  the  Salary  Standardization  Ordinance.   Other 
duties  include  conducting  fringe  benefit  and  specialized  surveys  at  the 
request  of  the  Civil  Service  Commission  or  Board  of  Supervisors,  completing 
survey  questionnaires  for  other  jurisdictions  and  implementing  the  salary  plan 
by  coordinating  salary  matters  with  all  City  departments. 

Salary  Standardization  is,  by  Charter,  divided  into  four  major  categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  9.401  and  8.407. 

2.  Registered  Nurse  Classifications  -  Charter  Section  8  403. 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404. 

4.  Police  and  Fire  -  Charter  Section  8.405. 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for 
each  of  the  groups  are  as  follows : 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.   Salary  data  first  must  be  collected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.   If  there  is  insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  employing 
such  classes  where  the  agency  employs  more  than  3,000  persons.   The  Charter 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  in  these  counties;  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  in  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo  and  Santa  Clara.   The  data  collected  is  limited  to 
rates  of  pay  and  salaries  actually  being  paid  by  private  employers  for  like 
work  and  like  service. 
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Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the  basic 
rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.   It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  in  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
inspection  beginning  August  1982.   Employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or  data 
that  would  justify  such  adjustments.   The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.   Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civic,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules  together  with  the  existing  schedules  of 
compensation  were  posted  and  publicized  on  January  3,  1983,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.   The  proposed  schedules  of  compensation  also  apply  to  all 
non-certified  employees  in  both  the  San  Francisco  Unified  School  District  and 
the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey"  was  obtained 
from  over  50  individual  public  jurisdictions  in  California,  the  Federal 
Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee. 
It  should  be  noted  that  the  number  of  employees  for  the  State  of  California 
and  Federal  agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors  for  their  consideration.   The  Board  then  adopted  these 
recommendations.   The  new  salary  schedules  represented  increases  ranging  from 
0.5%  up  to  12%.   The  average  percentage  increase  granted  to  all  employees  was 
approximately  6.2%. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.   Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classification  the  highest  prevailing  salary 
schedule  in  effect  on  April  15,  granted  by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees  in  public  and  private  employment  in  the 
six  Bay  Area  counties.   The  Charter  then  requires  the  Board  of  Supervisors  to 
set  a  rate  of  pay  for  such  nurses  in  excess  of  the  schedule  certified  by  the 
Civil  Service  Commission. 
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Pursuant  to  this  Section,  the  Civil  Service  Commission  certified  that  the 
highest  prevailing  maximum  rate  was  $16.24  per  hour  (approximately  $2826  per 
month).   The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $15.15  per 
hour  (approximately  $2636  per  month).   This  represented  an  increase  in  the 
basic  wage  for  registered  nurse  of  10.6%. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  street,  railway 
and  bus  systems  in  the  United  States  operating  primarily  within  the 
municipalities  haying  a  population  of  not  less  than  500,000  and  each  such 
system  normally  employing  not  less  than  400  platform  employees  or  coach  or  bus 
operators.   The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.   The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average  of 
the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commission. 
The  Commission  also  certifies  to  the  Board  of  Supervisors  the  working 
conditions  and  the  amount  equivalent  to  the  dollar  value  of  differentials  in 
the  benefits  in  the  Retirement  System,  Health  Service  System  and  Vacation 
allowances . 

For  fiscal  year  1982-83,  the  attached  survey,  which  was  certified  by  the 
Civil  Service  Commission,  showed  that  the  Chicago  Transit  Authority  and  San 
Diego  Transit  Corporation  paid  the  highest  rates  for  platform  personnel  as  of 
July  1. 

The  average  of  the  two  was  $11.33  per  hour.   The  Board  of  Supervisors 
adopted  that  rate  effective  July  1,  1982,  which  represented  an  increase  of 
5.2%  wage  package.   This  adjustment  was  based  on  the  increase  in  the  Consumer 
Price  Index  in  the  San  Francisco  area. 

POLICE  AND  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.   Under  this  method,  the 
Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  in  the  State  of 
California.   The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.   The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable 
to  Fire  Fighters,  based  on  the  principal  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.   For  the  year  1982-83,  the 
rate  paid  Police  Officers  and  Fire  Fighters  was  $2068-2395  per  month.   This 
represented  an  increase  of  6.1%  in  the  basic  wage. 
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In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil  Service 
Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  increase  or  decrease  in  the  cost  of  living  during  the  twelve  month 
period  ending  March  31st  for  San  Francisco  and  for  the  cities  included  in  the 
certified  report.   The  attached  calculation  reflects  the  cost  of  living 
increase  in  San  Francisco  as  compared  with  the  average  cost  of  living  increase 
in  the  four  cities  surveyed.   The  average  increase  in  the  cost  of  living  in 
San  Francisco  was  11.3%  and  the  average  increase  in  the  cost  of  living  for  the 
cities  surveyed  was  9. OX. 

The  Board  of  Supervisors  may  increase  the  rate  certified  by  an  amount 
equal  to  the  difference  between  the  average  cost  of  living  increase  of  the 
cities  included  in  the  survey  and  the  cost  of  living  increase  in  San 
Francisco.   For  1982-83,  the  Board  of  Supervisors  incorporated  the  2.3% 
difference  into  the  wage  rates  listed  above. 
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COST  OF  LIVING 
CONSUMER  PRICE  INDEX 

URBAN  WAGE  EARNERS 
AND  CLERICAL  WORKERS 


SAN  FRANCISCO 
LONG  BEACH 
LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 


MARCH  81  MARCH  82 

266.3  296.4 

266.5  290.4 

266.5  290.4 

288.0  313.9 


%   INCREASE 

11.3% 

9.0% 

9.0% 

9.0% 


The  cost  of  living  increase  in 
San  Francisco 


11.3% 


The  cost  of  living  increase  in 
the  cities  included  in  the  Police 
and  Fire  Survey 


9.0% 
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TIMEROLL  AUDIT 

Auditing  and  certification  of  all  timerolls  submitted  by  every  City  and 
County  agency  is  required  of  the  Civil  Service  Comnission  by  Section  8.400  of 
the  Charter.   The  Charter  mandates  Civil  Service  to  verify  that  all  persons 
whose  names  appear  on  payrolls  have  been  legally  appointed  to  and  are  employed 
in  positions  legally  established  under  the  Charter.   The  Controller  is 
enjoined  by  the  Charter  from  releasing  payment  when  the  Civil  Service 
Commission  disapproves  a  timeroll. 

Civil  Service  Commission  Timeroll  Audit  Unit  has  the  responsibility  of 
carrying  out  this  Charter  requirement.   In  addition,  this  section  must  approve 
permanent  and  temporary  requisitions  and  maintain  personnel  records  of 
permanent  employees . 

There  are  approximately  33,000  permanent  and  temporary  employees  in  the 
City  and  County  service  generating  approximately  515  timerolls  which  must  be 
manually  audited  every  two  weeks  to  insure  that  employees  are  promptly  and 
properly  compensated.   In  addition,  the  Timeroll  Audit  Unit  is  responsible  for 
the  processing  of  supplementary  timerolls,  payroll  corrections  and  in-lieu 
payment  requests.   The  flow  of  timerolls  overlaps  biweekly  pay  per  periods 
which  reduces  the  time  for  vital  record-keeping. 

POSTIVE  TIMEKEEPING 

"Anticipated"  timerolls  are  submitted  before  the  end  of  the  pay  period  and 
the  last  portion  of  the  timeroll  has  to  be  predicted.   Any  errors  of 
attendance  during  this  period  have  to  be  corrected  on  the  following  timeroll. 
Since  this  procedure  increases  the  chance  of  error  as  corrections  are 
entered,   it  would  be  a  more  efficient  process  if  all  timerolls  were  on  a 
"positive"  basis  to  reduce  corrections.   Positive  timerolls  would  be  turned  in 
after  the  close  of  the  pay  period  with  less  chance  of  error  and  would 
significantly  reduce  the  number  of  corrections  which  must  be  posted.   The 
Civil  Service  Commission  Personnel  Department  has  converted  its  timeroll  from 
an  anticipated  basis  to  positive  posting  and  a  major  goal  for  the  future  is  to 
eliminate  anticipation  of  timerolls  on  a  City-wide  basis. 

DATA  PROCESSING 

Computerized  auditing  of  timerolls  and  the  maintaining  of  sick  leave  and 
vacation  accounts  of  employees  is  forthcoming  and  the  staff  of  the  Timeroll 
Audit  Unit  is  making  a  concerted  effort  to  update  records  and  keep  them 
current  for  the  transition  from  manual  to  computerized  record-keeping. 
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A  computerized  payroll  program  has  been  initiated  at  the  Recreation  and 
Parks  Department  using  a  modified  HSA  Payroll  system.   This  method  of  payroll 
accounting  requires  a  precise  procedure  for  reporting  employees*  time.   It 
requires  a  retraining  program  for  the  personnel  payroll  clerks.   Other 
departments  will  be  incorporated  into  the  system  as  experience  is  gained. 
Phase  two  of  this  concept  is  to  incorporate  the  personnel  portion  of  the  MSA 
program  with  the  payroll  package  and  maintain  an  employee's  personnel  record 
in  an  "on  line"  computer.   This  will  require  major  changes  in  Civil  Service 
procedures  to  utilize  the  program  efficiently.   Currently,  the  Controller's 
staff  has  created  a  Payroll  Division  to  develop  an  automated  payroll  personnel 
system;  it  is  anticipated  that  within  three  to  five  years  a  fully  integrated, 
automated  system  will  be  available  for  Civil  Service  record-keeping  purposes. 


TIMEROLL  AUDIT 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1982-83 

Employees  on  Timerolls  29,650 

Timerolls  Audited  15,375 

Requisitions  11,550 


Personnel  Transactions  Recorded      24,650 
(i.e.  appointments,  separations, 
reassignments ,  in-lieu  payments, 
leaves,  suspensions) 
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EXAMINATIONS 


Merit  examinations  are  the  primary  selection  process  used  to  fill  the 
approximately  30,000  classified  positions  located  throughout  City  and  County 
departments,  the  Community  College  District  and  the  Unified  School  District. 
These  examinations  are  typically  preceded  by  an  extensive  job  analysis 
utilizing  subject  matter  expertise,  followed  by  a  formal  examination 
announcement  and  appropriate  recruitment.   Once  the  qualified  applicant  pool 
is  identified,  the  tests  are  scheduled  and  administered.   Currently, 
examinations  may  include  any  combination  of  the  following:   a  review  of 
candidates'  experience  and  education,  a  screening  of  applicants'  credentials 
by  a  committee  of  job  experts,  multiple  choice  written  tests,  oral  interviews, 
performance  tests,  physical  agility  tests  and  assessment  centers.   Most 
examinations  consist  of  at  least  two  of  the  test  components  described  above. 
Upon  completion  of  an  examination,  a  list  of  eligibles  is  established  with 
candidates  ranked  on  the  basis  of  examination  performance  and  service  credits 
where  applicable. 

The  examination  program  objectives  include  the  selection  of  the  best 
qualified  candidates  to  fill  vacancies  as  they  occur,  the  achievement  of 
Affirmative  Action  goals  consistent  with  local.  State  and  Federal  regulations 
and  the  consistant  availability  of  eligibles  in  order  to  avoid  the  filling  of 
positions  on  a  provisional  basis. 

In  regard  to  the  first  objective,  the  quality  of  candidates,  personnel 
transaction  reports  for  the  first  six  months  of  1983  indicate  that  18 
probationary  employees  were  terminated  for  unsatisfactory  service.   Less  than 
one  separation  in  128  involved  an  unsatisfactory  probationary  employee.   We 
believe  that  this  statistic  indicates  a  good  quality  of  available  candidates. 
In  regard  to  Affirmative  Action  objectives,  new  minority  hires  have  continued 
at  a  60%  rate  while  female  candidates  experienced  a  40X  selection  rate. 
Finally,  in  regard  to  the  availability  of  eligible  lists,  the  central  Civil 
Service  exam  units  generated  171  eligible  lists  this  year,  compared  to  147  in 
1981-82,  and  6A  in  1980-81.   All  exam  units,  including  decentralized  programs, 
generated  a  total  of  259  eligible  lists  this  year. 

The  production  of  eligible  lists  is,  to  a  great  extent,  a  result  of  the 
number  of  available  examiners.   The  Civil  Service  examination  staff  until 
April  1983  included  thirty-nine  (39)  positions,  of  which  twenty-nine  (29)  were 
examiners.   Due  to  a  Letter  of  Agreement,  signed  in  April  1983,  an  additional 
fourteen  (lA)  positions  were  added  to  administer  a  special  Accelerated 
Examination  Program  addressing  178  classifications  which  had  temporary 
employees  with  at  least  six  (6)  months  of  service  by  the  end  of  1982.   All  178 
examinations  were  announced  in  April  and  May  1983,  with  eligible  lists 
generated  beginning  in  July. 

The  Civil  Service  examination  program  is  currently  divided  into  seven 
units  including  an  Accelerated  Examination  Program  unit,  a  Public  Utilities 
Commission  unit,  a  clerical  testing  unit,  an  examination  contract  unit  and 
three  (3)  general  purpose  units.   Highlights  of  each  unit  program  during 
1982-83  are  described  below: 
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During  the  last  fiscal  year,  the  focus  of  the  examination  program  in  Unit 
#1  was  two-fold: 

1.  To  continue  the  development  of  examinations  in  the  specialized 
area  of  electronic  data  processing;  and 

2.  to  concentrate  on  servicing  the  employment  needs  of  certain 
specific  departments. 

Eleven  (11)  EDP-related  examinations  were  completed,  including  the 
Programmer  Analyst  series,  the  Software  series.  Teleprocessing  Technician  and 
Senior  Data  Entry  Operator. 

In  terms  of  servicing  specific  department  needs,  the  Unit's  program 
included  the  completion  of  the  following  examinations:   Performing  Arts  Center 
Aides  and  Stage  Electricians  (War  Memorial  and  the  Performing  Arts 
Facilities);  Supervising  Adult  Probation  Officer  and  Senior  Probation  Officer 
(Adult  Probation);  Entry-level  Claims  Process  and  Senior  Claims  Process  Clerks 
(Health  Service  and  Retirement  System);  Cable  Splicer  and  Communications  Line 
Supervisor  I  (Department  of  Electricity);   School  Transportation  (S.F.  Unified 
School  District);  Assistant  Agricultural  Commissioner,  Sealer  of  Weights  and 
Measures;  Water  Quality  Chemist  and  Senior  Sewage  Treatment  Chemist  (Public 
Works) . 

Unit  #2  conducted  the  written  and  physical  performance  test  for  7,500 
candidates  for  Firefighter  and  emphasized  large  volume  examinations  including 
Custodian,  School  Custodian,  Truck  Driver,  Parking  Control  Officer,  General 
Laborer  and  the  Counselor  Series  which  lists  were  posted  during  the  current 
fiscal  year.   These  examinations  alone  accounted  for  15,000  applications. 
Examinations  begun  during  that  year  included  the  Planner  Series  (8),  Telephone 
Operator  Series  (3),  Office  of  Citizen's  Complaints  (2),  Coroner's  Office  (4), 
and  6  craft  classes. 

The  Assistant  Gardeners  examination,  which  was  held  under  Federal  Court 
Consent  Decree  involving  females,  will  result  in  over  40%  successful  females 
on  the  eligible  list. 

Examination  Unit  #3  includes  the  examination  division  clerical  support 
section.   This  section  provides  a  variety  of  services  such  as  the  typing  of 
announcements  and  examination  materials,  maintaining  courtesy  cards,  preparing 
eligible  lists,  and  handling  of  examination  inspections.   The  clerical  section 
also  provides  information  to  employees  and  the  public  regarding  examinations 
and  related  Civil  Service  Rules,  regulations  and  procedures.   Approximately 
150  to  200  applicants  and  prospective  applicants  are  served  on  a  typical  day. 

The  typist  and  stenographer  series  of  examinations  and  the  legal 
stenographer  examinations  are  conducted  on  a  continuous  testing  basis.   The 
testing  site  is  located  at  the  Downtown  Community  College  and  the  tests  are 
now  being  administered  by  a  part  time  civil  service  employee.   Over  eighty 
(80)  lists  were  produced  last  year  under  the  continuous  program. 
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Team  #3  conducted  examinations  and  posted  lists  for  a  diverse  grouping  of 
classifications  and  commenced  work  on  examinations  covered  by  the  Accelerated 
Testing  Agreement.   Lists  adopted  included  Water  Services  Clerk, 
Administrative  Secretary,  Principal  and  Senior  Water  Services  Clerk,  Chief 
Clerk,  Electrical  Motor  Repairer,  Fire  Department  Water  System  Supervisor  and 
Assistant  Supervisor,  Plumber  and  Utility  Plumber,  Tree  Topper,  Auto  Body  and 
Fender  Worker,  Storekeeper  and  Senior  Storekeeper,  Assistant  Superintendent 
and  Area  Supervisor  Parks,  Squares  and  Facilities. 

Toward  the  end  of  the  fiscal  year,  installation  of  a  data  and  word 
processing  system  began.   Several  members  of  the  clerical  staff  received 
special  training  and  a  professional  team  member  was  designated  as  the  Office 
Information  System  Administrator  (OIS). 

Unit  #4  performed  a  wide  variety  of  examination  assignments,  starting  with 
12  examinations  in  the  Deputy  Clerk  and  Court  Clerk  series,  including  the 
examination  for  County  Clerk.   Other  exam  assignments  included  Legislative 
Calendar  Clerk  and  Legislation  Clerk;  Library  Technical  Assistant  I  and  II; 
Librarian  I,  II,  and  III;  the  Port's  Pile  Driver  and  Wharfinger  series; 
Training  Officer;  Associate  Affirmative  Action  Coordinator  and  Specialist; 
Personal  Property  Auditor;  Senior  Collections  Clerk;  Investigator,  Tax 
Collector;  and  Collection  Supervisor.   The  latest  exams  to  be  assigned,  but 
for  which  work  will  not  begin  until  the  ensuing  fiscal  year,  is  the  series  on 
Specialist  in  Aging. 

Unit  #5  administers  a  contract  examination  program.   During  the  fiscal 
year,  some  13  eligible  lists  were  adopted  as  a  result  of  contracted 
examination  programs.   Examinations  were  completed  for  four  promotional  levels 
in  the  Sheriff's  Department  -  Sergeant,  Lieutenant,  Captain  and  Chief  Deputy 
Sheriff  -  and  for  several  levels  in  the  professional  Civil  Engineer  series. 
Contracts  have  been  negotiated  for  seven  (7)  Accountant/Auditor  examinations, 
four  (4)  promotional  levels  in  the  Fire  Department,  six  (6)  classifications  in 
the  Personnel  Analyst/Departmental  Personnel  Officer  group,  and  five  (5) 
Retirement  Systems  classifications.   Work  is  also  in  progress  for  three  (3) 
Civil  Engineering  Assistant/Associate  classes  and  the  Financial  Reports 
Specialist  examination. 

The  Public  Utilities  Commission  Exam  Unit  has  been  in  existence  for  almost 
two  (2)  years.   During  this  period  of  time,  the  primary  focus  has  been  on  MUNI 
Railway  positions  which  have  included  Claims  Investigator,  Senior  Claims 
Investigator,  Claims  Adjuster,  Automotive  Service  Worker  and  Electrical 
Transit  Service  Worker  as  well  as  Transit  Operator.   As  a  result  of  the  exam 
program,  for  the  first  time  women  have  been  permanently  appointed  in  the  MUNI 
Claims  Division  as  well  as  some  of  the  higher  level  management  positions.   The 
unit  has  also  provided  eligible  lists  for  many  classes  in  the  Maintenance 
Division.   Many  of  the  exams  have  included  assessment  center  type  exercises 
and  performance  exams . 
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Finally,  as  a  result  of  the  Letter  of  Agreement  between  the  City  and 
several  employee  organizations,  a  special  examination  unit  was  created  to 
coordinate  the  administration  of  testing  for  178  classifications  with  longterm 
temporary  employees.   The  unit  issued  all  announcements  on  schedule,  resulting 
in  the  distribution  of  some  50,000  employment  applications  in  May.   This 
initial  effort  is  expected  to  be  largely  completed  by  September  1983. 

In  conclusion,  the  Civil  Service  examination  program  and  its  staff 
exemplify  increased  productivity,  a  continued  identification  of  qualified 
employment  candidates  and  achievement  of  the  City's  commitment  to  Equal 
Employment  Opportunity. 
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TRAINING 


The  Training  Unit  has  responsibility  for  the  following  objectives: 

1.  To  develop,  establish,  maintain,  and  audit  the  Performance  Appraisal 
and  Management  Performance  Evaluation  systems  in  all  departments  as 
mandated  by  the  Charter. 

2.  To  develop,  implement,  and  evaluate  training  programs  for  all  levels 
of  management  personnel. 

3.  To  coordinate,  through  the  Training  Council,  to  the  degree  possible, 
training  efforts  throughout  the  City  with  special  effort  directed 
toward  making  training  opportunities  available  to  all  departments. 

4.  To  act  as  a  clearing  house  and  communications  center  for  training 
information. 

PERFORMANCE  APPRAISAL 

The  Performance  Appraisal  system  currently  used  for  all  employees  except 
executives  and  senior  managers  requires  on-going  instruction  for 
newly-appointed  managers  and  for  those  wishing  or  needing  a  review  of  the 
process.   Managers  are  trained  in  proper  procedures,  methods  of  writing  valid 
and  reliable  evaluations  and  conducting  employee  performance  conferences. 
Training  sessions  are  now  offered  on  a  regular  basis,  the  second  Monday  of 
every  month,  to  accommodate  managers  from  all  departments.   Large  departments 
often  request  that  Performance  Appraisal  training  be  provided  at  the 
department  site  because  of  the  number  and  for  the  convenience  of  their 
personnel . 

The  Performance  Appraisal  Handbook,  developed  in  1982,  outlines  the 
procedures  and  guidelines  for  writing  and  reviewing  Performance  Appraisals. 
Essential  information  about  the  system  in  any  easy-to-use  format  makes  this 
handbook  a  valuable  reference  guide  for  those  who  write  or  review  Performance 
Appraisals.   The  handbook  can  be  obtained  by  contacting  the  Training  Unit. 

PROGRAM  OUTPUTS  7/1/82  -  6/30/83 

Managers  trained  875 

AUDIT  OF  THE  PERFORMANCE  APPRAISAL  SYSTEM 

The  Performance  Appraisal  system  should  be  audited  in  each  department  on  a 
regular  periodic  basis  to  ensure  compliance  and  to  monitor  the  timeliness  and 
quality  of  appraisals.   This  is  all  the  more  important  now  that  appraisals  are 
a  factor  in  the  examination  process  and  in  selective  certification. 
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The  audit  process  has  two  components:   a  review  of  the  Maintenance  System 
and  an  audit  of  at  least  one  report  prepared  by  each  manager.   The  Maintenance 
System  is  checked  for  accuracy  of  personnel  information,  that  report  forms 
have  been  prepared  on  schedule  and  that  completed  reports  have  been  submitted 
on  time.   Appraisals  are  audited  for  validity,  reliability  and  timeliness.   A 
significant  thrust  of  the  audit  process  is  to  elicit  support  for  the  program 
from  the  highest  level  of  management  in  each  department.   Upon  completion  of 
the  audit,  a  detailed  report  is  prepared  for  the  Appointing  Officer  and 
maintenance  personnel  giving  an  assessment  of  the  system  in  their  department 
and  appropriate  recommendations. 

The  first  such  Annual  Audit  was  completed  in  February  1983  and  a  schedule 
has  been  established  for  continuing  yearly  audits  in  each  department. 

Results  of  the  audits  show  that  most  departments  are  now  in  compliance 
with  the  schedule  and  procedures  of  the  system  and  that  evaluations  are  well 
done.   In  other  departments,  the  system  has  had  to  be  re-vitalized  through 
updating  of  the  Report  Data  Card  System,  training  clerical  personnel  to 
maintain  the  system  and  retraining  managers  to  write  valid  and  reliable 
reports  that  are  in  compliance  with  established  procedures. 

The  Handbook  for  Performance  Appraisal  Maintenance  System,  developed  in 
1982,  details  instructions  for  personnel  responsible  for  maintenance.  This 
reference  guide,  too,  can  be  obtained  by  contacting  the  Training  Unit. 

PROGRAM  OUTPUTS  7/1/82  -  6/30/83 

Departments  audited  53 


MANAGEMENT  PERFORMANCE  EVALUATION 

Development  and  implementation  of  the  Management  Performance  Evaluation 
system  (MPE)  was  begun  in  1980-81  to  provide  an  effective  means  of  assessing 
and  documenting  performance  at  the  highest  levels  of  management.   A 
significant  rationale  of  the  system  is  the  link  between  program  objectives  and 
the  personnel  responsible  for  their  achievement. 

Orientation  and  training  in  the  procedures  and  use  of  the  form  have 
continued  through  this  year.   The  Management  Performance  Evaluation  system 
will  eventually  include  Senior  Management  Service  participants  when  that 
program  is  in  place. 

MANAGEMENT  TRAINING 

The  Training  Unit  now  conducts  on  a  regular  basis  a  three-day  workshop 
which  has  been  designed  to  promote  the  utilization  of  state-of-the-art 
priniciples,  techniques  and  skills  that  lead  to  more  professional  and 
effective  management  of  human  and  material  resources.   Course  objectives  are 
linked  directly  to  the  Performance  Appraisal  factors  used  to  evaluate 
managers,  and  participants  are  encouraged  to  develop  strategies  for 
translating  workshop  experience  to  on-the-job  application. 
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In  a  continuing  effort  to  ensure  an  integrated  management  development 
program,  consultants  for  McBer  and  Company  have  been  working  with  Training 
Unit  staff  to  develop  and  implement  an  updated  program  for  mid  to  senior  level 
managers.   This  program  will  be  piloted  and  refined  by  the  beginning  of  1984. 

One-day  and  two-day  workshops,  developed  to  address  certain  managerial 
functions  in  greater  depth,  are  currently  offered  in  Communications, 
Performance  Counseling,  Leadership  and  Stress  Management.   The  design  of 
workshops  in  Values  Analysis  and  Planning/Time  Management  is  underway,  and 
those  workshops  will  be  offered  by  the  beginning  of  1984. 

Staff  members  schedule  the  workshops  by  Quarters,  disseminate 
announcements  and  enrollment  information  through  department  training  liaisons 
and  register  participants.   They  design  and  prepare  all  instructional 
materials:   instructor  and  participant  manuals,  exercises  and  workshop 
handouts . 

A  major  interruption  in  scheduling  occurred  when,  in  August  of  1982,  the 
Training  Unit  lost  the  use  of  facilities  previously  made  available  for 
workshops  at  Golden  Gate  University.   This  event  necessitated  the  cancellation 
of  all  training  programs  until  appropriate  new  training  facilities  were 
found.   In  April  of  1983,  space  belonging  to  the  Mayor's  Office  was 
transferred  to  the  Civil  Service  Commission;  and  a  new  permanent  Training 
Center  was  established  in  Room  168,  City  Hall.   After  seven  months  without 
courses  being  offered,  workshop  scheduling  returned  to  normal;  and  now  all 
workshops  are  conducted  in  the  new  Training  Center. 

PROGRAM  OUTPUTS  7/1/82  -  6/30/83 

1.  "Improving  Managerial  Effectiveness" 
(Three-day  workshop) 

Managers  trained  in  9  workshops  124 

2.  One-day/Two-day  workshops 

Managers  trained  in  12  workshops  185 

EVALUATION  OF  MANAGEMENT  TRAINING 

Assessing  the  impact  of  training  in  the  work  context  is  an  essential 
component  of  all  training  programs.   Last  year  an  evaluation  process  was 
developed  and  tested  through  an  intern  project;  and  that  process,  with  a  few 
minor  modifications,  will  be  used  by  staff  to  continue  the  assessment  of 
training  programs. 

EXECUTIVE  TRAINING 

For  several  years,  it  has  been  the  concern  of  the  Training  Unit  and  the 
Mayor's  Office  to  provide  training  to  executives  and  senior  managers  of  the 
City.   Through  the  Mayor's  Fiscal  Advisory  Committee,  a  number  of  programs 
were  examined  and  evaluated.   The  five-day  seminar,  "Managing  Motivation  for 
High  Performance,"  which  has  been  very  successful  in  Transamerica  Corporation, 
was  selected;  and  the  course  was  presented  to  eighteen  appointing  officers  in 
February  1982. 
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The  response  of  this  group  verified  the  excellence  of  the  program,  and  their 
consensus  was  that  the  seminar  should  be  made  available  as  quickly  as  possible 
to  all  appointing  officers  and  their  senior  assistants. 

James  Harvey,  Chief  Executive  Officer  of  Transamerica,  has  very  generously 
provided  facilities  as  well  as  staff  who  assist  in  the  scheduling  and 
coordination  of  the  presentation  of  the  course.   The  first  two  courses  were 
funded  by  an  Intergovernmental  Personnel  Act  grant  to  the  City  for  management 
development.   The  Central  Management  Training  Fund  now  enables  the  Training 
Unit  to  offer  this  program  six  times  a  year. 

PROGRAM  OUTPUTS  7/1/82  -  6/30/83 

1.    "Managing  Motivation  for  High  Performance" 
Appointing  Officers  and  Senior  Managers 
trained  in  6  seminars  110 

CERTIFICATED  TRAINING 

In  September  1982,  two  members  of  the  Training  Unit  staff  attended  a 
certification  program  to  enable  the  City  to  conduct  in-house  seminars 
utilizing  concepts  and  materials  developed  by  Time  Manager  International  of 
Denmark.. 

The  program  has  been  piloted  and  with  some  modifications  will  continue  to 
be  offered  to  senior  management  personnel. 

PROGRAM  OUTPUTS  7/1/82  -  6/30/83 

Managers  trained  in  2  seminars  26 

AWARDS 

Mayor  Dianne  Feinstein  honored  the  Training  Unit  for  its  contribution  to 
management  development  in  the  City  by  bestowing  an  Award  of  Merit.   In  her 
remarks  at  the  ceremony  on  June  25,  1982,  the  Mayor  acknowledged  the  impact  of 
our  management  courses,  noting  the  large  number  of  participants,  and 
emphasized  the  need  for  on-going  development  of  managerial  personnel.   The 
Mayor  thanked  the  Training  Staff  for  their  outstanding  work  and  pledged  her 
continued  support  of  our  efforts. 

Each  year  the  Mayor's  Fiscal  Advisory  Committee  in  cooperation  with  the 
San  Francisco  Planning  and  Urban  Research  Association  sponsors  a  luncheon  to 
recognize  City  management  officials  for  their  contribution  to  the  improvement 
of  management  processes  and  services.   A  total  of  17  City  managers  were 
nominated  for  the  1982  awards;  and  among  the  four  recipients  of  awards  was 
Roberta  McDonough,  Director  of  Training,  who  received  a  Special  Achievement 
Award  for  the  implementation  of  the  extensive  management  training  program 
through  which  more  than  1500  City  administrators  have  improved  basic 
managerial  skills. 
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Ms.  McDonough  was  also  nominated  and  then  selected  for  inclusion  in  the 
14th  Edition  of  Who' s  Who  In  California,  the  only  biographical  reference  work 
featuring  up-to-date  information  on  Californians  of  significant  achievement. 

On  May  19,  1983,  the  City  of  San  Francisco  was  honored  by  a  national  award 
from  Public  Technology,  Inc.  (PTI),  the  national  cooperative  research  and 
development  organization  of  cities  and  counties.   Each  year,  PTI  reviews 
innovative  programs  in  ten  categories  from  cities  throughout  the  nation  and 
selects  the  most  outstanding  for  recognition.   San  Francisco  was  presented  the 
Technology  Achievement  Award  in  the  category  of  management  for  its  program  of 
Integrated  Training  for  Executive  and  Senior  Managers. 
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EQUAL  BMPLOYMBNT  OPPORTUNITY 

The  Equal  Employment  Opportunity  Unit  of  the  Civil  Service  Commission  has 
increased  its  area  of  responsibility  in  this  fical  year.   In  accordance  with 
the  Letter  of  Agreement  between  the  City  and  various  signatory  unions,  the 
E.E.O.  Unit  bears  major  responsibility  for  the  implementation  of  substantial 
portions  of  this  agreement. 

Recruitment  activities  have  also  increased  due  to  the  accelerated  testing 
program,  which  involved  approximately  178  examinations  plus  our  regular 
examination  program  recruitment  activities.   Due  to  our  recruitment  efforts, 
the  candidate  pools  for  Civil  Service  testing  have  maintained  our  commitments 
to  the  Office  of  Revenue  Sharing  Agreement  in  meeting  the  Affirmative  Action 
goals  of  the  City  and  County. 

I.  BILINGUAL  SERVICES  ASSESSMENT 

In  compliance  with  the  Office  of  Revenue  Sharing  Agreement,  an  annual 
survey  analysis  is  undertaken  to  identify  and  evaluate  access  to  City  and 
County  services  by  San  Francisco's  limited  and  non-English  speaking 
population.   In  this  regard,  each  City  department  and  agency  is  required  to 
conduct  an  annual  bilingual  needs  assessment.   On  the  basis  of  this  needs 
assessment,  the  Equal  Employment  Opportunity  Unit  evaluated  various 
departmental  requests  for  Interpreter-Translator  Pay  authorized  under  Section 
IV. D  of  the  Salary  Standardization  Ordinance. 

During  Fiscal  Year  1982-83,  nearly  1100  positions  in  various 
classifications  were  Designated  Bilingual  by  their  departments  to  provide 
Interpreter-Translator  services.   These  positions  incorporated  many  of  the 
public  contact  functions  within  twenty-three  City  departments  and  agencies 
striving  to  increase  the  availability  of  their  services  to  all  San  Francisco 
residents.   All  of  the  other  departments  reported  less  than  5X  of  their 
clientele  to  be  non-English  speaking  or  that  they  had  no  public  contact 
positions . 

II.  INTERPRETER-TRANSLATOR  PAY 

All  positions  approved  by  the  Civil  Service  Commission  to  provide 
Interpreter-Translator  services  are  eligible  to  receive  a  bilingual  premium  as 
delineated  in  the  Annual  Salary  Standardization  Ordinance.   Employees  in  these 
"Designated  Bilingual  Positions"  can  receive  compensation  if  they  use  a 
specified  second  language  at  least  ten  hours  biweekly  on  their  job. 
Departments  utilizing  "Designated  Bilingual  Positions"  must  maintain 
documentation  that  the  level  of  Interpreter-Translator  service  provided  meets 
this  requirement. 

III.  BILINGUAL  TESTING 

In  order  to  ensure  that  persons  providing  bilingual  services  do,  in  fact, 
have  the  necessary  language  skills,  all  employees  in  Designated  Bilingual 
Positions  are  tested  to  verify  their  second  language  proficiency. 
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Language  proficiency  exams  are  administered  on  a  continuous  basis  to  any 
employee  occupying  a  position  requiring  bilingual  skills.   Successful 
completion  certifies  the  employee's  eligibility  for  Interpreter-Translator  Pay. 

TUITION  REIMBURSEMENT 

In  1982-83,  78  permanent  City  employees  participated  in  the  Tuition 
Reimbursement  Program  to  improve  their  skills  in  current  or  future  City 
employment . 

ANNOUNCEMENT  REVIEWS 

92  examination  announcements  and  174  accelerated  testing  program 
announcements  prepared  by  the  various  examination  units  were  reviewed  by  the 
Equal  Employment  Opportunity  Units.   Recruitment  plans  were  prepared  for  all 
Office  of  Revenue  Sharing  significant  classes  and  for  other  classes  requiring 
minority  recruitment. 

EQUAL  EMPLOYMENT  OPPORTUNITY  REPORTS 

The  Civil  Service  Equal  Employment  Opportunity  Unit  continues  to 
coordinate  workforce  composition  data  and  Equal  Employment  Opportunity  reports 
for  State  and  Federal  reporting,  affirmative  action  plans,  recruitment 
targeting  and  numerous  other  uses.   Reports  produced  included:  Employees  by 
Class,  Status,  Sex,  Race;  Employees  by  Department;  Employees  by  Salary; 
Employees  by  Federal  Reporting  Functions  and  Occupational  Groups;  and 
Alphabetical  Listing  of  Employees. 
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APPOINTMENTS   BY   STATUS,   RACE  AND  ETHNICITY 
JULY   1,    1982  -  JUNE  30,    1983 


CERTIFIED         CERTIFIED  LIMITED         NON-CIVIL 

RACE/ ETHNICITY                        PERMANENT         TEMPORARY  TENURE           SERVICE  TOTAL 

White                                                  1067  215  888  1395  3565 

39.5%  37.9%  41.7%  38.5%  39.5% 

Black                                                  579  128  426  775  1908 

21.4%  22.5%  20.0%  21.4%  21.1% 

Hispanic                                             309  76  312  691  1388 

11.4%  13.4%  14.7%  19.1%  15.4% 

Asian                                                    415  76  301  455  1247 

15.4%  13.4%  14.1%  12.5%  13.8% 

Filipino                                             327  73  200  290  890 

12.1%  12.9%  9A%  8.0%  9.9% 

American  Indian                                   3  0  2  21  26 

0.1%  0.0%  0.1%  0.6%  0.3% 

TOTAL                                                   2700  568  2129  3627  9024 

100.0%  100.0%  100.0%  100.0%  100.0% 
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RECRUITMENT 

A  major  component  of  the  Equal  Employment  Opportunity  Unit's  programs 
include  minority  counseling,  outreach  recruitment  and  special  job  search  and 
placement  efforts. 

The  counseling  program,  serving  over  3,000  persons  this  past  year,  is 
available  to  minorities  and  women  seeking  entry  and  career  employment.   This 
service  is  further  enhanced  by  the  availability  of  counselors  who  are  fluent 
in  Cantonese  and  Spanish. 

Since  the  abolition  of  residency  requirements  for  Civil  Service  positions, 
except  entry  level  Police  Officers  and  Firefighters,  recruitment  activity  has 
increased  significantly  with  the  expanded  boundaries.   Whereas,  prior  to  the 
abolition  of  residency  requirements,  we  had  contacts  with  approximately  200 
employment  related  agencies  in  the  city,  we  have  substantially  expanded  our 
outreach  program  to  include  Bay  Area  Networking  of  ethnic  and  minority 
organizations  and  other  professional  and  business  organizations  in  the  Bay 
Area.   In  addition  to  personal  appearances  at  college  and  university  career 
days,  job  fairs  and  other  candidate  contact  events.  Civil  Service  recruiters 
have  been  very  active  in  participating  in  and  joining  in  community 
organizations  and  events,  thereby  increasing  our  resource  base  to  effectively 
reach  more  qualified  "Targeted  Groups"  in  our  recruitment  program. 

As  a  result  of  the  Equal  Employment  Opportunity  Unit's  recruitment 
efforts,  Hispanic  appointments  continued  to  increase  to  15.4%  of  total 
appointments  in  the  City  last  year. 

Finally,  in  order  to  meet  the  needs  of  the  large  influx  of  Indochinese 
refugees  into  the  area,  we  have  developed  more  contacts  with  the  Indochinese 
Programs  in  assisting  and/or  direct  placement,  as  appropriate.   Also,  we  have 
continued  to  maintain  and  utilize  the  various  minority  media  contacts  to  the 
fullest  in  our  recruitment  efforts. 

DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  Unit  continued  to  administer  the  Civil 
Service  Commission's  internal  discrimination  complaint  resolution  process. 
During  Fiscal  Year  1982-83,  forty  complaints  were  filed  under  Civil  Service 
Rule  One,  Section  1.03  F,  allowing  for  rectification  of  these  issues  at  the 
lowest  administrative  level.   Considerable  staff  time  and  resources  were  spent 
on  the  mediation,  investigation,  conciliation  and/or  adjudication  of  these 
charges . 

Concurrently,  the  Equal  Employment  Opportunity  Unit  received  sixty-five 
complaints  filed  with  the  U.S.  Equal  Employment  Opportunity  Commission  and/or 
the  California  Department  of  Fair  Employment  and  Housing.   The  staff  provided 
technical  assistance  to  City  departments  regarding  State  and  Federal  E.E.O. 
requirements  and  assisted  departmental  personnel  at  Fact  Finding  conferences, 
on-site  monitoring  reviews  and/or  negotiation  of  settlement  agreements. 
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SENIOR  MANAGEMENT  SERVICE 


STATEMENT  OF  POLICY: 


Insofar  as  feasible  within  existing  charter  provisions,  it  shall  be  the  policy 
of  the  City  to  establish  a  Senior  Management  Service  which  will  complement  the 
City's  Management  by  Objectives  efforts.   For  convenience,  this  service  shall 
be  referred  to  as  "SMS".   Its  primary  purpose  shall  be  to  hold  participants 
accountable  for  program  results  and  will  include  rewarding  excellence  in 
performance.   Membership  shall  be  voluntary  for  the  employees  during  the 
enrollment  period. 

BASIC  CONCEPTS: 

1.  Classes  are  designated  as  SMS  per  SSO  authority  as  designated  by  the 
General  Manager,  Personnel. 

2.  Membership  as  an  SMS  participant  is  voluntary  for  current  employees 
during  the  initial  enrollment  period. 

3.  Initially  there  will  be  non-participants  occupying  SMS  designated 
classes.   Thereafter,  employees  appointed  by  competitive  exams  to  SMS 
designated  classes  shall  be  SMS  participants. 

4.  Performance  Evaluations  will  be  a  significant  factor  in  recommending 
advancement  within  the  salary  range  and  in  the  competitive 
examination  process. 

CIVIL  SERVICE  COMMISSION  STATUS 

Following  is  the  status  of  the  SMS  project: 

1.  Ralph  Andersen  &  Associates  have  developed  a  draft  report  of  a 
management  classification  plan.   Briefings  were  held  with  members  of 
the  Board  of  Supervisors,  Civil  Service  Commission  and  the  Mayor  in 
order  to  familiarize  them  with  the  background  and  objectives  of  the 
survey,  the  study  process  and  the  study  results.   The  General  Manager 
and  staff  have  reviewed  the  consultant's  draft  in  detail  and 
suggested  certain  modifications.   Comments  are  now  being  reviewed  by 
our  consultants.   The  results  of  this  study  will  provide  the  basis 
for: 

updating  the  City's  classification  plan  for  management  positions. 

making  improvements  in  the  recruitment  and  selection  process  for 
management  positions. 

implementing  the  Senior  Management  Service. 

2.  Meet  and  Confer  sessions  on  the  proposed  SMS  Rule  37  and  related 
amendments  to  current  Civil  Service  rules  commenced  on  February  25, 
1983,  and  continued  through  April  21,  1983. 
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From  the  dates  of  April  22.  1983,  through  April  25.  1983,  SEIU,  Local 
21  and  TVAJ  notified  Mayor  Feinstein  that  in  the  union's  opinion  an 
impasse  was  reached  in  the  meeting  and  conferring  process.   In  view 
of  the  extant  City  Attorney  opinion  that  the  impasse  procedure  cannot 
be  used  for  disputes  regarding  the  adoption  or  amendment  of  Civil 
Service  Commission  Rules,  the  Employee  Relations  Division  has 
requested  the  City  Attorney  to  review  this  matter. 

EVALUATION  OF  PROJECT  GOALS: 

Although  the  target  date  to  begin  enrollment  in  SMS  has  been  deferred  due  to 
the  revised  timetable  for  the  completion  of  the  management  classification 
survey  by  Ralph  Andersen  &  Associates,  it  is  expected  that  the  program  when 
fully   implemented  will  meet  all  of  its  original  objectives  towards  the  goal 
of  a  management  cadre  that  is  motivated  and  effective. 


-32- 


CERTIFICATION 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
eligibles  (eligible  lists).   When  a  personnel  requisition  is  received  in  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed  and 
the  name  or  names   of  the  eligibles  under  the  Rule  of  Three  (3)  or  by 
selective  certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.   When  an  eligible  is  appointed,  the 
Certification  Unit  validates  the  appointment. 

In  November,  1979,  Proposition  C  was  approved  by  the  electorate  which 
amended  Charter  Section  8.329  as  to  the  rights  of  temporary  employees  to 
permanent  positions.   This  amendment  as  implemented  by  Civil  Service  Rules, 
provides  for  selective  certification  in  that  employees  certified  to  temporary 
positions  from  an  eligible  list  who  had  satisfactory  service  with  the  City  for 
six  months  or  for  another  designated  time  period  would  be  entitled  to  be 
appointed  to  a  permanent  position  in  that  same  class  before  persons  having 
higher  rank  who  had  not  been  appointed  to  a  permanent  City  position. 


CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1982-83 


Eligibles  Certified  9,804 

Appointments  Validated  5,397 

Separations  Recorded  4,646 

Number  of  Eligibles  on  New  Lists  6,987 

Number  of  Eligibles  on  All  Lists  14,408 
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ADMINISTRATIVE  SERVICES 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Section  provides  information  and  interpretation 
to  City  departments,  employees  and  the  general  public  on  Civil  Service  rules 
and  regulations,  Civil  Service  provisions  of  the  Charter,  and  other 
personnel-related  ordinances  or  documents.   Additionally,  this  unit  reviews 
and  approves  or  recommends  to  the  Civil  Service  Commission  on  a  wide  variety 
of  personnel  matters,  including  leaves  of  absence,  reductions  in  force  and 
other  issues  which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil 
Service  offices. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as 
follows : 

1.  Prints  forms,  examinations,  reports,  training  materials  and 
employment  information,  etc. 

2.  Disseminates  offficial  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 

3.  Picks  up  inter-department  business  materials,  sorts  and  delivers  to 
proper  destinations.   These  destinations  include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  incoming  mail. 

5.  Picks  up,  sorts  and  expedites  outgoing  mail. 
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MAIL  DISTRIBUTION  BY 

MAIL  AND  REPRODUCTION  UNIT 

FOR  1982-83  FISCAL  YEAR 

INCOMING  US  MAIL:  NO.  OF  PIECBS 

General  17,112 

Accelertated  Testing  (est.)  28.000 

Total  45,112 

OUTGOING  U.S.  MAIL: 


General  48,035 

Accelerated  Testing  (est.)  35 .000 

Total  83,035 

INTERDEPARTMENTAL  MAIL: 

CSC  &  City  Departments  90,667 

REPRODUCTION:   1982-1983 

No.  of 
Printing 
Units  Impressions 

Administration  676,547 

Certification  103,174 

Classification  75,332 

EEO  29,748 

Examination- 


Airport  (Decentralized) 
DPH  (Decentralized) 
DSS  (Decentralized) 

Salary 

Timeroll  Audit 

Training 

Total 


Per 

Cent 

Of 

Work 

19 

17 

2 

92 

2 

13 

84 

2,335.695 

66.19 

3,735 

.11 

114,054 

3.23 

5,150 

.15 

38,053 

1.11 

67,982 

1.93 

79.227 

2.25 

3,528,697 

100.00 
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PERSONNEL  COUNCIL 

The  Personnel  Council  was  established  in  1972  to  serve  as  a  forum  for 
information  exchange  among  departmental  personnel  offices  and  administrators. 
Until  1976  the  Chair  and  Secretary  were  appointed  from  the  Civil  Service 
Commission  Staff  by  the  General  Manager,  Personnel.   In  Fiscal  Year  1976-77, 
however,  a  Chair  and  Assistant  Chair  were  elected  from  operating  departments 
by  the  membership  of  the  Council. 

The  Personnel  Council  currently  meets  on  the  first  Wednesday  of  each  month 
to  discuss  matters  pertaining  to  personnel  administration  or  questions  arising 
from  implementation  of  rules,  ordinances.  City  Attorney  opinions  or  court 
cases . 

During  the  past  year  the  Council  has  been  undergoing  a  reorganization 
process.   It  is  anticipated  that  the  newly  structured  organization  will  work 
more  effectively  with  the  Civil  Service  Commission  and  City  departments  as 
well  as  becoming  a  more  viable  forum  for  resolving  City-wide  personnel 
matters.   In  addition,  it  will  aim  to  develop  the  skills  of  the  professional 
personnel  managers  and  administrators  in  the  various  City  departments. 

Guest  speakers  are  often  invited  to  discuss  topics  pertaining  to  specific 
personnel  issues.   During  this  past  year  the  Council  was  addressed  by  speakers 
from  the  Employee  Relations  Division  concerning  Agency  Shop  and  the  Master 
Contract;  Civil  Service  EEO  Unit  regarding  proposed  rule  changes  and  the 
Controller's  Payroll  project  on  the  revised  Vacation  Ordinance. 

The  Council  also  met  with  Civil  service  Commission  staff  on  various 
proposed  rule  changes  and  individual  members  of  the  Council  worked  closely 
with  staff  on  necessary  rule  changes  resulting  from  the  Letter  of  Agreement 
and  Compliance  Agreement. 


-36- 


CONTROLLER'S  EDP 


EDP  provides  a  number  of  specific  programs  which  include  wage  and  salary 
reports,  annual  salary  standardization  ordinances,  reports  on  the  number  and 
status  of  municipal  employees,  race/sex  workforce  composition  reports, 
seniority  rosters  and  seniority  impact  evaluation  reports,  maintenance  of 
examination  and  eligible  list  status  files  and  sick  leave  and  vacation 
accounting  files.   These  reports  and  files  are  utilized  both  to  service 
mandated  programs  and  to  provide  sufficient  management  information  to  allow 
for  informed  decision  making. 

In  addition  to  the  on-going  EDP  programs,  Civil  Service  and  Controller's 
staff  have  been  involved  in  the  design  and  long-range  implementation  of  a 
comprehensive,  continuously  maintained  personnel  and  payroll  management 
reporting  system.   Although,  as  noted  above,  many  single  purpose  programs  are 
in  operation,  no  overall  integrated  program  is  currently  available. 
Completion  of  this  program,  anticipated  in  the  next  three  to  five  years,  will 
bring  Civil  Service  record  keeping,  data  retrieval  and  data  analysis 
capabilities  to  a  contemporary  level. 

The  Controller  has  reorganized  his  division  to  create  a  Payroll  Division 
directed  by  a  Payroll-Director  who  is  responsible  for  payroll  operations,  and 
the  Civil  Service  Commission  has  loaned  the  services  of  a  staff  member  to  help 
coordinate  this  project.   They  have  issued  their  statement  of  requirements  for 
a  new  automated  payroll/personnel  system  and  have  selected  and  purhased  a 
software  package.  Human  Resources  Information  System.   The  system  was 
installed  with  few  problems.   The  system  has  been  tested  and  the  test  results 
have  been  satisfactory.   Design  of  minor  modifications  to  the  system  are  in 
progress  and  will  soon  be  installed  and  tested.   Thirteen  departments  have 
been  selected  for  conversion  to  the  new  automated  system  which  is  scheduled 
for  October  of  the  next  fiscal  year. 
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RULES  REVIEW 


A  permanent  committee  of  Civil  Service  Commission  staff  members  was  formed 
in  the  Spring  of  1977  to  update  and  maintain  the  Civil  Service  Commission 
Rules.   The  committee  during  Fiscal  Year  1982-83  reviewed,  recommended  and  the 
Civil  Service  Commission  adopted  amendments  to  the  following  Rules:   Rule  4  - 
Section  4.03  -  Special  Meetings;  Rule  11  -  Section  11.03  -  Response  Period; 
Section  11.04  -  Effect  of  Failure  to  Respond  and  Section  11.05  -  Waivers. 
Appendix  B  -  Civil  Service  Classifications  Which  Require  A  One-Calendar  Year 
Probationary  Period  -  was  also  amended. 

An  index  of  Civil  Service  Rule  revisions  (issued  annually  since  1977), 
listing  all  changes  in  the  Rules  from  July  1,  1972,  through  July  31,  1982,  has 
been  prepared;  it  was  distributed  on  September  1,  1982.   A  Subject  Index  to 
the  Civil  Service  Rules,  originally  developed  and  distributed  during  Fiscal 
Year  1977-78,  was  updated  to  reflect  each  Rule  change  and  distributed  December 
1,  1982. 

A  central  file  has  been  developed  in  which  copies  of  all  pages  of  the 
Rules  are  available.   Individuals  interested  in  a  portion  or  a  page  of  a  Rule, 
an  entire  rule,  or  a  complete  set  of  Rules  can  pull  one  page  or  assemble  a  set. 

Procedures  have  been  developed  for  notification  of  Rule  amendments  by  the 
use  of  "Rule  Change  Number"  on  memoranda  which  are  posted  on  an  "Amendment 
Control  Sheet"  in  each  copy  of  the  Rules.   An  updated  Amendment  Control  Sheet 
reflecting  rule  changes  was  issued  September  1,  1982.   Each  time  a  change  is 
made  in  the  Rules  the  pertinent  page  is  reissued  with  the  amendment  date  and 
the  Rule  Change  Number  listed  after  the  amended  section.   In  addition,  pages 
of  the  Rules  are  now  dated  with  an  issue  date. 

The  Rules  Review  Committee  also  monitored  a  one-year  CETA-funded  project 
to  cross-reference  the  Civil  Service  Commission  Rules  with  the  City  and  County 
Charter,  various  ordinances,  selected  City  Attorney  opinions  and  relevant 
State  and  Federal  laws.   This  project  was  completed  in  June  1978  and  the 
resultant  "Personnel  Regulations  Reference  Guide"  of  38  pages  has  been 
distributed  to  personnel  officials  throughout  City  Service.   An  updated 
version  was  published  in  1979,  1980  and  1981.   This  document  provides  a 
current  ready  reference  manual  to  quickly  and  accurately  locate  personnel 
information  from  many  pertinent  sources. 
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AIRPORTS  COMMISSION  DECENTRALIZED  PERSONNEL  UNIT 


The  San  Francisco  International  Airport  Decentralized  Personnel  Unit  was 
established  in  June  1979  with  the  signing  of  a  memorandum  of  understanding 
between  the  Civil  Service  Commission  and  the  Airport. 

The  Airport  Decentralized  Personnel  Unit  is  responsible  for  recruitment 
and  examination  activities  for  classes  related  to  the  Airport,  including  the 
preparation  of  examination  announcements,  the  receipt  and  evaluation  of 
applications  and  the  administration  of  the  examination,  subject  to  the  review 
and  approval  of  Civil  Service  staff. 

During  the  1982-83  fiscal  year,  ten  examinations  were  completed,  and  other 
examinations  were  initiated. 

The  Airport  Decentralized  Personnel  Unit  is  also  responsible  for  the 
classification  and  reclassification  of  Airport  positions,  including  the 
initial  screening  of  requests  and  the  preparation  of  draft  reports  and 
relevant  back-up  data  for  purposes  of  consultation  and  approval  of  the  Civil 
Service  classification  staff  prior  to  review  and  final  disposition  by  the 
Civil  Service  Commission. 
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PUBLIC  HEALTH  DECENTRALIZED  PERSONNEL  UNIT 

During  Fiscal  Year  1982-83,  the  Department  of  Public  Health's 
Decentralized  Personnel  Unit  experienced  several  important  management,  program 
and  operational  changes  which  impacted  particularly  on  examination 
administration . 

Ms.  Andrea  R.  Gourdine,  who  since  1975  very  competently  managed  the  Unit 
as  well  as  served  the  Department  in  numerous  other  capacities,  accepted  a 
position  as  Manager,  Bureau  of  Personnel  and  Training,  Public  Utilities 
Commission  in  May  1983.   During  Ms.  Gourdine* s  administration,  the  Unit 
increased  from  eight  staff  members  to  the  current  staff  of  twenty-five 
assuming  increasing  examination  and  classification  responsibilities  to  meet 
expanding  Departmental  program  needs. 

The  Accelerated  Testing  Program  Team  of  four  professional  staff  members 
was  established  during  the  latter  part  of  May  1983  to  implement  terms  of  the 
Letter  of  Agreement  between  the  City  and  County  of  San  Francisco  and  the 
Unions.   Specific  statistics  reflecting  Unit  accomplishments  in  this  area  will 
be  included  in  the  1983-84  Annual  Report. 
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EXAMINATION  PROGRAM  OUTPUTS: 

^1 .    Applications  Received  and  Screened:  2,431 

(Not  including  additional  applications  for 
non-Civil  Service  appointments  and  untimely 
applications . ) 

2.  Eligible  Lists  71 

3.  Eligibles  on  Lists  1,352 


*4.  Examination  Announcements  Issued 


5.  Announcements  Reissued 


ENTRANCE/COMBINED 
14       H 

11        4 


(*)  =  These  figures  do  not  include  results  of 

two  Accelerated  Testing  Program  Announce- 
ments for  fifty-six  DPH  examinations. 

SELECTION  PROCEDURES  ADMINISTERED: 


Type 

Written  Tests 
Oral  Examinations 
Performance/Strength  Tests 
Foreign  Language  Proficiency 
Training  and  Experience  Evaluation 
Rated  Application  Review 
Merit  and  Seniority  Ratings 

TOTALS 


Number 

Number  of 

Held 

Participants 

10 

44 

58 

1,030 

04 

252 

01 

20 

02 

126 

03 

120 

04 

09 

82 


1,601 


CLASSIFICATION: 

The  Classification  Team  of  the  Public  Health  Decentralized  Personnel  Unit 
conducts  classification  studies  of  positions  throughout  the  Department, 
including  position  audits  and  organizational  surveys  and  research.   Such 
studies  result  in  the  classification  of  new  positions,  reclassification  of 
existing  positions  and  recommendations  regarding  program  development, 
organization  and  staffing. 
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city  and  County  of  San  Francisco  Civil  Service  Commission 


October  1,  1984 


The  Honorable  Dianne  Feinstein 

Mayor  of  the  City  and  County  of  San  Francisco 

200  City  Hall 

San  Francisco,  California   94102 

Dear  Mayor  Feinstein: 

On  behalf  of  my  colleagues  on  the  Civil  Service  Commission,  I  am  pleased 
to  submit  the  Annual  Report  of  the  Commission  and  its  staff  for  the  fiscal 
year  concluding  June  30,  1984. 

Fiscal  year  1983-84  has  been  a  period  of  significant  accomplishment  for 
the  Civil  Service  Merit  System,  and  I  am  pleased  to  highlight  several 
achievements  of  your  Commission  which  are  detailed  in  this  report: 

I.  MANAGEMENT  DEVELOPMENT  AND  EXECUTIVE  TRAINING 

A  total  of  1,  398  managers  and  184  executives  and  senior  managers  were 
trained  through  the  on-going  citywide  management  development  program.   In 
addition,  the  Director  of  Training,  Roberta  McDonough,  was  a  member  of  two 
task  forces  in  the  Public  Utilities  Commission,  with  the  respective  goals  of 
developing  a  supervisory  training  program  for  transit  operators  and  designing 
a  training  program  for  MUNI  Maintenance  Operations  Supervisors. 

Finally,  the  Unit  has  provided  special  assistance  to  San  Francisco  General 
Hospital  in  its  efforts  to  improve  supervision  and  management  skills;  this 
need  became  apparent  in  the  Hospital's  current  accreditation  crisis.   Training 
in  conducting  performance  appraisals  is  now  being  provided  to  all  of  the 
Hospital's  supervisors,  and  a  workshop  on  improving  managerial  effectiveness 
was  to  be  given  in  July  to  a  group  of  charge  nurses. 

II.  CLASSIFICATION  SURVEY  OF  SENIOR  MANAGEMENT  SERVICE  AND  MANAGER/ 
ADMINISTRATIVE  POSITIONS 

Classification  staff  reviewed  a  draft  report  prepared  by  the  firm  of  Ralph 
Andersen  and  Associates,  which  surveyed  management  positions  city-wide.   This 
report  is  to  be  the  basis  of  the  Senior  Management  Service  and  Administrative 
Management  Service  plans  for  the  City  and  County  of  San  Francisco.   An  impasse 
was  reached  during  the  meet  and  confer  process  with  the  employee  organizations 
involved;  the  survey,  however,  has  now  entered  its  final  phase  and  it  is 
anticipated  that  the  implementation  of  the  plan  will  occur  in  the  next  fiscal 
year . 
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HI.  EXAMINATION  UNIT 

Major  goals  achieved  by  the  Examination  Unit  in  fiscal  year  1983-84 
include  the  effort  to  eliminate  temporary  employments  in  compliance  with  the 
Letter  of  Agreement  (LOA)  between  the  City  and  the  signatory  unions  and  the 
increase  in  minority  employments  resulting  from  Civil  Service  examinations. 
First,  in  compliance  with  the  purpose  of  the  LOA  -  to  reduce  and  eliminate 
long-term  temporary  employments  -  the  Examination  Unit  had  administered 
examinations  to  more  than  50,000  applicants  by  September  1983  and  had  produced 
352  eligible  lists  for  fiscal  year  1983-8A  -  a  500%  increase  over  fiscal  year 
1980-81.   Second,  approximately  60%  of  all  appointments  (resulting  from 
examinations)  involved  racial  and  ethnic  minority  candidates,  thus  achieving 
the  affirmative  action  goals  contained  in  the  Affirmative  Action  Plan  and  the 
Compliance  Agreement  with  the  Office  of  Revenue  Sharing. 

IV.   SALARY  AND  WAGE  ADMINISTRATION 

As  a  result  of  comprehensive  surveys  by  the  Salary  and  Wage  Unit,  an 
average  pay  increase  of  5.1%  was  granted  to  miscellaneous  employees,  7%  to 
Registered  Nurse  classifications,  5.9%  to  transit  platform  employees  and  5.4% 
to  uniformed  police  and  fire  employees. 

V.   EQUAL  EMPLOYMENT  OPPORTUNITY 

Two  major  goals  of  the  Equal  Employment  Opportunity  Unit  (EEO)  were 
achieved  in  fiscal  year  1983-84:   the  five-year  Office  of  Revenue  Sharing 
Agreement  has  been  completed  successfully  and  a  major  increase  in  Hispanic 
employments  has  occurred  -  from  5.9%  in  1978  to  9.2%  in  1984.   Additionally, 
in  implementing  the  terms  of  the  Letter  of  Agreement,  the  EEO  Unit  placed  328 
temporary  employees  in  new  or  vacant  positions. 

VI.   MANAGEMENT  INFORMATION  SERVICES  UNIT 

A  major  force  in  achieving  the  goals  of  the  Letter  of  Agreement  -  to 
reduce  the  number  of  long-term  temporary  employments  and  transition  temporary 
employees  to  permanent  status  -  has  been  the  establishment  of  the  new 
Management  Information  Services  (MIS)  Unit,  which  has  provided  computer  and 
word  processing  capability  to  Commission  staff.   The  ability  to  prepare 
eligible  lists  and  certify  eligibles  from  those  lists  (to  cite  only  two 
benefits)  has  greatly  expedited  the  hiring  process  and  enabled  us  to  increase 
permanent  employments  and  thus  reduce  temporary  employments. 

Thus,  the  Civil  Service  Commission  is  justifiably  proud  of  its 
accomplishments  in  fiscal  year  1983-84,  and  we  look  forward  to  another  year  of 
service  to  the  City  and  County  of  San  Francisco  with  a  continued  commitment  to 
advance  the  goals  of  the  Merit  System. 

Respectfully  submitted. 
Civil  Service  Commission 


toward   S.    Gljoyd' 
President^ 


THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 


The  Civil  Service  Commission  is  composed  of  five  members  (at  least  one  of 
whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of 
office.   Those  currently  serving  on  the  Civil  Service  Commission  are  Howard  S. 
Gloyd,  President,  Carlota  Texidor  del  Portillo,  Vice  President,  and 
Commissioners  Louis  Hop  Lee,  A.  Lee  Munson  and  Genevieve  Powell. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.   The  Commission  classifies  and  reclassifies  all  places 
of  employment  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.   The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  in  the  City  and  County.   The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  fiscal  year  1983-8A,  the  Civil  Service  Commission  met  27  times. 

The  Commission  conducted  22  regular  and  5  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.   The  Commission  considered  153  classification  and  pay 
items  which  resulted  in  the  classification  of  1,084  new  positions.   36  classes 
were  either  established,  consolidated  or  abolished.   2  Salary  Ordinance 
amendments  were  submitted  as  a  result  of  Commission  action.   Among  the  pay 
matters  considered  by  the  Commission  were  the  surveys  of  Police,  Fire, 
Registered  Nurse,  and  Municipal  Railway  rates  of  pay.   83  items  of  in-service 
activities  were  reviewed.   In  addition,  the  Commission  considered  41 
examination  matters.   The  Commission  also  ruled  on  9  requests  for 
reconsideration  of  its  action. 

The  Commission  reviewed  the  following  374  separations  from  service:   68 
resignations;  81  terminations  of  limited  tenure  appointments;  69  terminations 
of  entrance  probationary  appointments;  18  terminations  of  promotive 
appointments;  42  terminations  of  temporary  Civil  Service  appointments  and  84 
dismissals  of  permanent  employees. 

During  this  fiscal  year,  the  Commission  considered  48  appeals  of  automatic 
resignations  and  12  automatic  resignations  were  administratively  processed. 
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CLASSIFICATION 

Position  classification  is  a  basic  tool  of  personnel  management  that 
provides  a  systematic  means  of  identifying  and  describing  different  kinds  of 
work  in  terms  of  primary  tasks,  duties  and  responsibilities,  and  the 
knowledge,  skills  and  abilities  required  for  their  performance.   After 
positions  in  the  public  service  are  grouped  into  classes  on  the  basis  of 
similarity  in  these  respects,  specifications  delineating  the  basic 
characteristics  of  a  class  are  prepared.   In  most  instances  classes  are 
grouped  into  series  providing  career  opportunities  in  City  employment.   This 
process  assures  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay,  training  and  promotion.   Position  classification  is  the 
fundamental  element  in  implementing  the  merit  principle  of  equal  pay  for  equal 
work. 

WORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and 
conducting  the  majority  of  the  classification  studies  of  1502  classes 
consisting  of  approximately  26,119  permanent  and  approximately  2,479  temporary 
positions.   This  work  involves  classification  of  new  positions, 
reclassification  of  existing  positions,  recommendations  on  the  staffing  of 
organization  units,  classification  problem  resolution  by  research  and  survey, 
position  audits,  preparation  of  reports,  letters,  memoranda  and  Salary 
Ordinance  Amendment  legislation. 

UNIT  1983-84  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished  36   (1)* 

B.  Positions  classified/reallocated  1200   (2)* 

C.  Classification  reports  calendared  106   (3)* 

D.  Salary  Ordinance  Amendments  prepared  42 

E.  Tenure  of  Requisition  requests  acted  upon  1921 
*NOTES: 

1.  This  figure  includes  31  new  classes  established,  5  classes  abolished. 

2.  This  figure  includes  1,084  new  positions  and  116  positions  reclassified. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

35  personal  services  contract  reports  (764  contracts),  10  special  reports, 
8  specification  amendments,  116  positions  reclassified,  1,084  new 
positions  classified,  5  classes  abolished,  31  new  classes  established,  and 
10  Staff  Aide/Assistant,  Special  Project  positions  approved. 
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HAJQg  CLASSIFICATION  STUDIES 

The  Classification  Plan  consists  of  all  classes  established,  and  it  is 
amended  to  reflect  changes  in  departmental  organization  or  in  duties  assigned 
to  positions.   During  the  past  year,  the  Classification  Section  conducted  the 
following  major  studies  in  its  effort  to  insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 

SENIOR  MANAGEMENT  SERVICE  AND  ADMINISTRATIVE  MAMAGEMENT  SERVICE  SURVEY 

The  consulting  firm  of  Ralph  Andersen  and  Associates  has  been  retained  to 
survey  managerial  positions  City-wide.   It  is  anticipated  that  the  resulting 
classification  plan  will  consolidate  managerial  and  administrative 
classifications;  streamline  compensation,  recruitment  and  selection 
techniques;  develop  career  ladders  and  thereby  provide  enhanced  employment  and 
promotional  opportunities  for  minorities  and  women. 

A  draft  report  was  presented  to  staff  for  review  during  the  last  fiscal 
year.   This  was  to  become  the  basis  for  Senior  Management  Service  and 
Administrative  Management  Service  plans  for  the  City  and  County  of  San 
Francisco.   The  draft  report  defines  the  concept  of  the  SMS  and  AMS 
Classification  Plans;  provides  projected  position  allocations,  a  class 
specification  format,  benchmark  classifications  and  guidelines  for  internal 
salary  relationships  within  the  proposed  structure.   With  these  key  elements 
as  a  foundation,  it  became  possible  to  consider  the  means  and  implications  of 
implementation  of  the  plan. 

An  impasse  was  reached  in  the  meeting  and  conferring  process  with  affected 
employee  organizations.   The  original  contract  with  the  consultants  expired 
during  this  period.   In  order  to  complete  the  survey  and  implement  the  plan, 
the  Civil  Service  Commission  adopted  a  report  requesting  release  of  reserve 
funds  which  the  Board  of  Supervisors  then  approved.   In  addition,  the  City 
Attorney  was  directed  to  modify  and  extend  the  consulting  contract. 

The  survey  has  entered  its  final  phase.   Staff  is  assisting  the 
consultants  in  updating  survey  data  in  order  to  present  a  current  final 
proposal.   It  is  expected  that  the  consultant's  report  to  the  Civil  Service 
Commission  and  implementation  of  the  plan  will  occur  in  the  coming  fiscal  year. 
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CONTROLLER'S  OFFICE 

The  Controller's  Information  Services  Division  convened  representatives 
from  EDP  installations,  the  Mayor's  Office  and  the  Civil  Service  Commission  to 
form  an  EDP  Task  Force  to  solve  a  variety  of  personnel  problems  within  the 
City's  data  processing  units.   The  primary  concern  was  lack  of  retention  of 
qualified  data  processing  Programmer  Analysts.   In  seeking  resolution  of 
recruitment,  selection,  and  training  problems,  the  Task  Force  requested  that  a 
survey  be  conducted  and  recommendations  developed  regarding  flexible  staffing 
for  Programmer  Analyst  positions. 

Typically,  flexible  staffing  is  that  process  by  which  an  employee  is  hired 
at  a  lower  level  of  a  classification  series  in  which  classes  are  assigned  the 
same  kinds  of  duties,  but  differ  in  the  range  of  duties  performed,  the  level 
of  skill  required,  and  the  amount  of  supervision  received.   Once  the  incumbent 
is  performing  at  the  level  of  the  higher  class,  the  employee  is  promoted  to 
that  level. 

The  Classification  staff  surveyed  eleven  public  agencies  in  California  to 
determine  where  flexible  staffing  exists  and  how  it  is  administered.   As  a 
result  of  the  survey,  staff  developed  a  proposal  for  a  flexible  staffing 
program.   The  proposal  included  recommendations  for  the  method  for  flexibly 
staffing  positions  within  existing  Charter  provisions;  the  criteria  to  be  used 
in  determining  applicable  classes  and  positions  for  flexible  staffing;  a  means 
of  budgeting  and  compensating  classes  subject  to  flexible  staffing;  a  method 
and  format  for  evaluation  of  incumbent's  job  performance  including  provisions 
for  monitoring  and  training  of  entry-level  employees  and  streamlined 
recruitment  and  selection  procedures. 

The  proposal  was  subsequently  approved  by  the  Civil  Service  Commission, 
and  the  Examination  Division  was  directed  to  apply  it  in  the  development  of 
the  next  examinations  for  classes  1870  Programmer  Analyst  Trainee  and  1872 
Programmer  Analyst.   It  is  anticipated  that  application  of  the  flexible 
staffing  concept  will  be  considered  in  the  future  for  other  classification 
series . 

RECREATION  AND  PARK  DEPARTMENT 

The  staff  reviewed  a  proposal  by  the  department  to  reorganize  its  Business 
Office.   The  purpose  of  the  reorganization  is  to  strengthen  business 
operations  by  centralizing  all  revenue  generating  activities  within  the 
Finance  Division  and  re  alligning  all  non-financial  business-related 
activities  under  another  administrative  umbrella.   In  order  to  implement  the 
reorganization,  two  new  positions  were  created  to  direct  the  functional  areas 
of  administration  and  finance.   The  two  new  positions  are  aligned 
organizationally  with  the  Superintendents  of  Parks  and  Recreation  to  provide 
four  deputies  reporting  directly  to  the  General  Manager.   Two  additional 
positions  reviewed  as  part  of  the  reorganization  include  an  "Assistant 
Financial  Director"  to  provide  accounting  direction  for  the  revenue 
collections  program  and  a  "Park  Property  Manager"  to  manage  the  lease  and 
concessions  program. 
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DEPARTMENT  OF  PUBLIC  HEALTH 

As  the  result  of  a  recently  conducted  audit  of  San  Francisco  General 
Hospital  Medical  Center  by  the  California  Department  of  Health  and  Human 
Services,  Health  Care  Financing  Administration,  deficiencies  were  revealed  in 
the  operations  of  several  departments  including  Nursing  Services,  the  Medical 
Records  Division  and  the  Food  Service  Division  among  others.   In  order  to 
correct  these  deficiencies  and  implement  a  proposed  corrective  action  plan 
approved  by  the  State,  the  Civil  Service  staff  reviewed  proposals  prepared  by 
the  personnel  staff  of  the  Health  Department  and  approved  recommendations  for 
reorganized  staffing,  reclassification  of  positions  and  creation  of  new 
classes  for  these  divisions.   In  addition,  the  staff  reviewed  and  approved 
several  staff  assistant  and  other  temporary  classifications  to  be  used  on  an 
interim  basis  pending  final  classification  and  examinations  for  the  positions. 

MUNICIPAL  RAILWAY 

Civil  Service  staff  recommended  classification  of  121  positions  in  the 
Municipal  Railway  for  the  June  start-up  of  the  cable  car  system.   Eleven 
positions  were  approved  to  provide  for  new  mechanical  specialities  made 
necessary  by  the  installation  of  modern  equipment.   Additional  positions  were 
approved  to  implement  preventive  maintenance  and  safety  programs  not  in  place 
prior  to  the  reconstruction,  and  the  remaining  positions  were  approved  to 
provide  renewed  operations  and  administrative  support  services. 

MAYOR'S  OFFICE  OF  COMMUNITY  DEVELOPMENT 

The  Executive  Director  of  the  Mayor's  Office  of  Community  Development 
requested  a  classification  survey  of  his  department.   Many  of  the  employees  in 
this  section  of  the  Mayor's  Office  were  employed  in  classifications  that  were 
obsolete  and  no  longer  reflected  current  duties  and  responsibilities.   As  a 
result  of  the  staff  survey,  17  of  18  Program  and  Administrative  positions  were 
allocated  to  7  new  classifications  with  appropriate  pay  scales. 

POLICE  DEPARTMENT 

At  the  request  of  the  department,  staff  surveyed  the  positions  assigned  to 
the  Tow  Desk  Detail  and  the  Court  Detail  of  the  Traffic  Division.   A  variety 
of  clerical  and  other  classifications  had  been  performing  duties  which  include 
receiving  and  relaying  vehicle  tow  request  information;  entering  such  data 
into  manual  and  automated  records;  contacting  towing  companies  and  providing 
information  to  the  public  regarding  vehicle  towing. 

Surveys  and  field  audits  of  these  positions  and  comparison  of  their  major 
duties  and  responsibilities  with  those  of  a  variety  of  classifications 
indicated  that  they  were  appropriate  to  the  Telephone  Operator  series.   Staff 
concluded  that  the  positions  in  both  units,  performing  telephone,  dispatching, 
communication  and  record-keeping  duties,  should  be  allocated  to  class  1708 
Senior  Telephone  Operator.   It  is  expected  that  this  reclassification,  to  be 
submitted  to  the  Commission  in  the  next  fiscal  year,  will  alleviate  historical 
recruitment  and  retention  problems  experienced  by  the  Police  department  and 
will  provide  additional  Parking  Control  Officers  in  the  field. 
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PROJECTED  CLASSIFICATION  ACTIVITIES 

Haintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.   Departmental  requests  are  always  reviewed  in  terms 
of  the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in  existing 
classifications.   On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.   At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1984-85  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  1,380  new  and  substitute  positions  which  must  be  reviewed  by  the 
Classification  Division.   Many  of  these  positions  will  involve  in-depth 
analysis  by  staff.   The  creation  of  new  classes  and  amendments  to  existing 
class  specifications  may  be  required  to  meet  changing  needs  within  City 
departments . 

Significant  projects  during  the  coming  fiscal  year  (1984-85)  include: 
completion  of  the  city-wide  study  of  the  Secretary/Stenographer  series 
including  proposed  retitling  and  amendment  of  the  class  specifications,  review 
and  final  recommendations  on  the  proposed  reorganization  of  the  administrative 
structure  of  Community  Mental  Health  Services  and  a  survey  of  high-level 
management  and  supervisory  positions  within  the  Rent  Arbitration  Board.   It  is 
anticipated  that  survey  reports  in  connection  with  these  studies  will  be 
presented  during  the  coming  fiscal  year. 

Work  on  the  Senior  Management  Service  survey  will  continue  to  assume  major 
importance  for  the  staff.   The  final  phase  of  this  survey,  which  is  being 
conducted  by  the  consulting  firm  of  Ralph  Andersen  and  Associates,  is  targeted 
for  completion  in  the  near  future. 
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LABOR  RELATIONS 

The  Labor  Relations  Section  performs  functions  required  by  the  Employee 
Relations  Ordinance  of  the  City  and  County  of  San  Francisco.   These  functions 
include  certifying  the  appropriate  employee  organization  to  represent 
employees  for  bargaining  purposes,  investigating  charges  of  Unfair  Labor 
Practices  and  processing  all  matters  which  require  a  hearing  before  an 
Administrative  Law  Judge.   The  Commission  assumed  these  impartial  or  neutral 
labor  relations  responsibilities  in  August,  1976. 

Current  activities  include  completion  of  minor  parts  of  the  Agency  Shop 
transfer  system;  classification  unit  designation;  ongoing  meet,  confer  and 
consult  sessions  with  labor  organizations;  conducting  elections  and  monitoring 
compliance  with  memoranda  of  understanding  (M.O.U.'s)  and  letters  of 
understanding  (LOU's). 

CERTIFICATION  FOR  EMPLOYEE  ORGAMIZATIONS 

In  accordance  with  the  Employee  Relations  Ordinance,  the  Labor  Relations 
Section  certifies  an  employee  organization  as  the  recognized  or  official 
representative  for  employees  through  either  the  election  process  or  by 
verifying  historical  representation  for  the  organization.   Such  recognition  or 
certification  entitles  the  employee  organization  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Organization. 

An  employee  organization  wishing  to  represent  a  group  of  City  employees 
initiates  the  election  process  by  petitioning  the  Labor  Relations  Section  to 
hold  an  election  to  determine  the  official  representative  for  the  employee 
bargaining  unit.   After  receipt  of  a  valid  petition,  staff  chairs  a 
pre-election  conference  of  all  concerned  parties  to  determine  the  date,  time, 
place  of  election  and  voter  eligibility.   Subsequently,  a  representative  from 
the  Employee  Relations  Division  and  a  representative  from  the  petitioning 
employee  organization  sign  a  formal  election  agreement  which  is  witnessed  by 
Commission  staff.   At  the  voting  sites,  the  State  Mediation  and  Conciliation 
Service  acts  as  the  election  agent  by  distributing  ballots  and  tabulating  the 
results  after  the  polls  close.   A  majority  of  those  voting  determines  the 
results.   After  resolving  any  protest  over  the  conduct  of  the  election,  the 
Labor  Relations  Section  formally  certifies  the  elected  employee  organization 
to  represent  the  group  of  employees  in  their  labor  relations  with  the  City  and 
County.   Commission  staff  also  conducts  decertification  or  recall  elections. 
This  occurs  when  a  group  of  employees  or  an  employee  organization  petitions 
for  an  election  to  be  held  to  decertify  or  recall  the  current  elected 
representative. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented  employees 
in  the  bargaining  unit.   After  researching  the  matter,  the  Labor  Relations 
Unit  certifies  the  organization  as  the  official  representative  or,  if  the 
matter  is  under  dispute,  orders  that  an  employee  election  be  held  to  determine 
the  matter.   During  the  past  fiscal  year  thirty-five  certifications  or 
decertifications  have  been  completed  by  Commission  staff. 
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UNFAIR  LABOR  PRACTICE  CHARGES 

The  Labor  Relations  Section  is  also  responsible  for  processing  Unfair 
Labor  Practice  Charges.   Staff  initially  investigates  the  charges  by  reviewing 
reports,  records  and  other  documents  and  conducting  interviews.   When 
necessary,  further  information  or  specification  is  requested  from  either  the 
charging  or  charged  party.   After  thoroughly  reviewing  the  charge,  staff 
attempts  to  mediate  or  assist  the  parties  in  reconciling  the  dispute.   If 
mediation  proves  unsuccessful,  the  Labor  Relations  Section  submits  a  written 
report  of  the  findings  to  the  General  Manager,  Personnel,  recommending  either 
dismissal  of  the  charge,  in  whole  or  part,  or  referral  to  an  Administrative 
Law  Judge.   If  a  hearing  is  required,  staff  conducts  a  meeting  with  the 
parties  prior  to  the  hearing  in  order  to  clarify  the  issues.   In  fiscal  year 
1983-84,  eight  Unfair  Labor  Practice  Charges  were  investigated;  four  were 
resolved  by  staff  with  the  remainder  still  under  investigation. 

ADMINISTRATIVE  LAW  JUDGE  HEARINGS 

Under  this  Ordinance,  the  Labor  Relations  Section  is  responsible  for 
processing  other  matters  which  require  resolution  by  an  Administrative  Law 
Judge.   Such  matters  include  disputes  initiated  by  an  employee  or  the 
employee's  supervisor  over  the  employee's  unit  designation  and  disputes  over 
the  interpretation  or  application  of  provisions  of  Memoranda  of 
Understanding.   Additionally,  Administrative  Law  Judge  Hearings  are  required 
to  examine  complaints  regarding  abridgement  of  management  or  employee  rights 
which  are  set  forth  in  the  Ordinance.   Staff  reviews  these  disputes,  attempts 
to  reconcile  the  parties  and,  if  unsuccessful,  refers  the  matter  to  an 
Administrative  Law  Judge  for  final  resolution.   Prior  to  the  hearing,  staff 
chairs  a  meeting  of  the  parties  to  clarify  the  issues  and  to  make  any  other 
necessary  arrangements.   In  the  past  fiscal  year,  staff  reviewed  and  helped  to 
mediate  thirty  disputes  over  confidential  and  management  designations. 
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SALARY  STANDARDIZATION 

The  primary  function  of  the  Salary  Standardization  Section  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees  according  to  the  provisions 
of  the  Charter,  as  well  as  implementing  and  recommending  revisions  to  the 
administrative  provisions  of  the  Salary  Standardization  Ordinance.   Other 
duties  include  conducting  fringe  benefit  and  specialized  surveys  at  the 
request  of  the  Civil  Service  Commission  or  Board  of  Supervisors,  completing 
survey  questionnaires  for  other  jurisdictions  and  implementing  the  salary  plan 
by  coordinating  salary  matters  with  all  City  departments. 

Salary  Standardization  is,  by  Charter,  divided  into  four  major  categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  9.401  and  8.407. 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403. 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404. 

4.  Police  and  Fire  -  Charter  Section  8.405. 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for 
each  of  the  groups  are  as  follows: 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.   Salary  data  first  must  be  collected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.   If  there  is  insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  employing 
such  classes  where  the  agency  employs  more  than  3,000  persons.   The  Charter 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  in  these  counties;  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  in  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo  and  Santa  Clara.   The  data  collected  is  limited  to 
rates  of  pay  and  salaries  actually  being  paid  by  private  employers  for  like 
work  and  like  service. 
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charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the  basic 
rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.   It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  in  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
inspection  beginning  August  1983.   Employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or  data 
that  would  justify  such  adjustments.   The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.   Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civic,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules  together  with  the  existing  schedules  of 
compensation  were  posted  and  publicized  on  January  9,  1984,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.   The  proposed  schedules  of  compensation  also  apply  to  all 
non-certified  employees  in  both  the  San  Francisco  Unified  School  District  and 
the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey,"  was  obtained 
from  over  50  individual  public  jurisdictions  in  California,  the  Federal 
Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee. 
It  should  be  noted  that  the  number  of  employees  for  the  State  of  California 
and  Federal  agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors  for  their  consideration.   The  Board  then  adopted  these 
recommendations.   The  new  salary  schedules  represented  increases  ranging  from 
no  increase  up  to  16%.   The  average  percentage  increase  granted  to  all 
employees  was  approximately  5.1%. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.   Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classification  the  highest  prevailing  salary 
schedule  in  effect  on  April  15  granted  by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees  in  public  and  private  employment  in  the 
six  Bay  Area  counties.   The  Charter  then  requires  the  Board  of  Supervisors  to 
set  a  rate  of  pay  for  such  nurses  in  excess  of  the  schedule  certified  by  the 
Civil  Service  Commission. 
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Pursuant  to  the  Section,  the  Civil  Service  Conunission  certified  that  the 
highest  prevailing  maximum  rate  was  $17.21  per  hour  (approximately  $2995  per 
month).   The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $16.21  per 
hour  (approximately  $2821  per  month).   This  represented  an  increase  in  the 
basic  wage  for  registered  nurse  of  7X. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  street,  railway 
and  bus  systems  in  the  United  States  operating  primarily  within  the 
municipalities  having  population  of  not  less  than  500,000  and  each  such  system 
normally  employing  not  less  than  400  platform  employees  or  coach  or  bus 
operators.   The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.   The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average  of 
the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commission. 

For  Fiscal  year  1983-84,  the  attached  survey,  which  was  certified  by  the 
Civil  Service  Commission,  showed  that  the  Massachusetts  Bay  Transportation 
Authority  and  Santa  Clara  County  Transit  paid  the  highest  rates  for  platform 
personnel  as  of  July  1. 

The  average  of  the  two  was  $12.30  per  hour.   The  Board  of  Supervisors 
adopted  a  rate  of  $12.00  effective  July  1,  1983,  which  represented  an  increase 
of  5.9%  wage  package. 

POLICE  AMD  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.   Under  this  method,  the 
Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  in  the  State  of 
California.   The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.   The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable 
to  Fire  Fighters,  based  on  the  principal  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.   For  the  year  1983-84,  the 
rate  paid  Police  Officers  and  Fire  Fighters  was  $2185-2525  per  month.   This 
represented  an  increase  of  5.4%  in  the  basic  wage. 
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TIMEROLL  AUDIT 

Auditing  and  certification  of  all  timerolls  submitted  by  every  City  and 
County  agency  is  required  of  the  Civil  Service  Commission  by  Section  8.400  of 
the  Charter.   The  Charter  mandates  Civil  Service  to  verify  that  all  persons 
whose  names  appear  on  payrolls  have  been  legally  appointed  to  and  are  employed 
in  positions  legally  established  under  the  Charter.   The  Controller  is 
enjoined  by  the  Charter  from  releasing  payment  when  the  Civil  Service 
Conmission  disapproves  a  timeroll. 

Civil  Service  Commission  Timeroll  Audit  Unit  has  the  responsibility  of 
carrying  out  this  Charter  requirement.   In  addition,  this  section  must  approve 
permanent  and  temporary  requisitions  and  maintain  personnel  records  of 
permanent  employees. 

There  are  approximately  33,000  permanent  and  temporary  employees  in  the 
City  and  County  service  generating  approximately  515  timerolls  which  must  be 
manually  audited  every  two  weeks  to  insure  that  employees  are  promptly  and 
properly  compensated.   In  addition,  the  Timeroll  Audit  Unit  is  responsible  for 
the  processing  of  supplementary  timerolls,  payroll  corrections  and  in-lieu 
payment  requests.   The  flow  of  timerolls  overlaps  biweekly  pay  per  periods 
which  reduces  the  time  for  vital  record-keeping. 

POSITIVE  TIMEKEEPING 

"Anticipated"  timerolls  are  submitted  before  the  end  of  the  pay  period  and 
the  last  portion  of  the  timeroll  has  to  be  predicted.   Any  errors  of 
attendance  during  this  period  have  to  be  corrected  on  the  following  timeroll. 
Since  this  procedure  increases  the  chance  of  error  as  corrections  are 
entered,   it  would  be  a  more  efficient  process  if  all  timerolls  were  on  a 
"positive"  basis  to  reduce  corrections.   Positive  timerolls  would  be  turned  in 
after  the  close  of  the  pay  period  with  less  chance  of  error  and  would 
significantly  reduce  the  number  of  corrections  which  must  be  posted.   The 
Civil  Service  Commission  Personnel  Department  has  converted  its  timeroll  from 
an  anticipated  basis  to  positive  posting  and  a  major  goal  for  the  future  is  to 
eliminate  anticipation  of  timerolls  on  a  City-wide  basis. 

DATA  PROCESSING 

Computerized  auditing  of  timerolls  and  the  maintaining  of  sick  leave  and 
vacation  accounts  of  employees  is  forthcoming  and  the  staff  of  the  Timeroll 
Audit  Unit  is  making  a  concerted  effort  to  update  records  and  keep  them 
current  for  the  transition  from  manual  to  computerized  record-keeping. 
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A  computer  1  zed  payroll  program  has  been  initiated  at  the  Recreation  and 
Parks  Department  using  a  modified  MSA  Payroll  system.   This  method  of  payroll 
accounting  requires  a  precise  procedure  for  reporting  employees'  time.   It 
requires  a  retraining  program  for  the  personnel  payroll  clerks.   Other 
departments  will  be  incorporated  into  the  system  as  experience  is  gained. 
Phase  two  of  this  concept  is  to  incorporate  the  personnel  portion  of  the  MSA 
program  with  the  payroll  package  and  maintain  an  employee's  personnel  record 
in  an  "on  line"  computer.   This  will  require  major  changes  in  Civil  Service 
procedures  to  utilize  the  program  efficiently.   Currently,  the  Controller's 
staff  has  created  a  Payroll  Division  to  develop  an  automated  payroll  personnel 
system;  it  is  anticipated  that  within  three  to  five  years  a  fully  integrated, 
automated  system  will  be  available  for  Civil  Service  record-keeping  purposes. 


TIMEROLL  AUDIT 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1983-84 

Employees  on  Timerolls 

24 

832 

Timerolls  Audited 

13 

700 

Requisitions 

9 

665 

Personnel  Transactions  Recorded 

25 

150 

(i.e.  appointments,  separations, 

reassignments ,  in-lieu  payments, 

leaves,  suspensions) 
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EXAMINATIONS 


Fiscal  Year  1983-84  was  a  period  of  significant  accomplishment  for  the 
Civil  Service  examination  program. 

In  March  1983  the  City  entered  into  a  Letter  of  Agreement  (LOA)  with 
several  major  municipal  employee  organizations  and  the  State  of  California  in 
a  concerted  effort  to  eliminate  continued  use  of  the  limited  tenure  employment 
program,  originally  put  into  use  during  World  War  II  and  extended  indefinitely 
during  the  Korean  conflict.   By  1983  more  than  200  city  job  classifications 
were  occupied  by  longterm  limited  tenure  (provisional)  and  certified  temporary 
employees.   To  reduce  and  finally  eliminate  this  situation,  the  LOA  required 
the  administration  of  examinations  for  most  of  these  classifications  by  August 
1983  and  the  cessation  of  limited  tenure  appointments  in  all  classifications 
represented  by  signatory  organizations  by  December  1984. 

On  April  15,  1983,  more  than  125  examinations  were  announced  under  the 
terms  of  the  LOA.   Another  50-75  examinations  were  announced  by  June  1,  1983. 
In  the  ensuing  period  ending  in  September  1983,  more  than  50,000  applicants 
were  processed  through  conventional  and  unassembled  examinations.   Virtually 
all  examinations  were  completed  on  schedule  with  minimal  delays. 
Additionally,  the  overwhelming  majority  of  longterm  temporary  employees  had 
not  only  passed  the  required  tests,  but  had  performed  well  enough  to  be 
offered  permanent  status. 

In  conjunction  with  the  Herculean  efforts  which  compliance  with  the  LOA 
required.  Civil  Service  sought  recognition  and  financial  support  in  order  to 
bring  its  examination  program  to  a  level  commensurate  with  the  challenges  and 
dictates  of  the  1980' s.   In  March  1983  the  Board  of  Supervisors  authorized 
fourteen  additional  positions  to  achieve  the  LOA  objectives.   However,  Civil 
Service  argued  that  those  added  employments  were  insufficient  to  correct  the 
maladies  of  the  past.   In  the  Summer  of  1983  the  Mayor's  Fiscal  Advisory 
Committee  (MFAC)  was  invited  by  both  the  Mayor  and  the  Board  of  Supervisors  to 
conduct  a  thorough  analysis  of  the  exam  program  in  order  to  objectively 
evaluate  the  need  for  more  resources.   In  early  1984,  after  nearly  six  months 
of  study,  MFAC  recommended  adding  thirteen  more  positions  to  the  exam 
program.   In  a  twelve  month-period,  therefore,  some  twenty-seven  new  positions 
were  funded,  representing  more  than  a  60%  increase  in  personnel  for  the 
examination  program. 
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The  evidence  of  the  success  in  both  quantitative  and  qualitative  terms  of 
this  great  effort  is  reflected  dramatically  in  three  measurement  fields. 
First,  in  1983-84,  Civil  Service  examination  units  completed  352  eligible 
lists.   This  is  a  gain  of  more  than  100%  over  1982-83  and  more  than  500X  over 
1980-81.   In  fact,  this  level  of  production  is  a  prerequisite  to  the 
maintenance  of  a  timely  and  orderly  effort  to  ensure  that  almost  all  municipal 
jobs  are  regularly  filled  through  competitive  examinations.   Second,  this 
high- volume  program  has  been  remarkably  successful  in  achieving  the 
Affirmative  Action  goals  contained  in  the  City's  Affirmative  Action  Plan  and 
Compliance  Agreement  with  the  Office  of  Revenue  Sharing.   In  this  period, 
approximately  60%  of  all  appointments  involved  racial/ethnic  minority 
candidates,  including  significant  percentages  of  Hispanics  and  Asians,  groups 
which  remain  below  full  labor  force  parity  levels.   Third,  and  in  response  to 
a  professional  concern  with  the  quality  of  candidates,  a  recent  survey  of 
first-line  supervisors  indicated  that  most  new  personnel  are  judged 
satisfactory  or  excellent,  either  possess  or  quickly  learn  critical  job 
skills,  are  satisfactory  or  excellent  communicators,  and  are  as  good  or  better 
than  previous  new  personnel. 

Although  1983-84  was  clearly  a  banner  year  for  the  Civil  Service 
examination  program,  the  real  challenges  are  still  ahead.   The  most 
significant  of  these  is  the  need  to  continuously  remain  ahead  of  the 
requirements  for  new  and  replacement  personnel.   Only  through  a  program  of 
anticipated  scheduling  and  activity  can  we  expect  to  ensure  that  the  temporary 
employment  program  is  phased  out  as  a  regular  personnel  mechanism.   Therefore, 
in  198A-85,  the  primary  program  objective  is  concerned  with  developing  a 
manmagement  system  that  both  anticipates  and  responds  effectively  to  the 
personnel  needs  of  the  many  city  agencies. 

The  following  sections  provide  examples  of  the  work  emphasis  of  each 
examination  unit: 

EXAMINATION  UNIT  TEAM  «l 

Two  of  the  nine  classes  completed  under  the  terms  of  the  Accelerated 
Testing  Program  were  of  particular  importance  in  terms  of  their 
middle-management  function  in  the  operations  of  the  Controller's  Payroll 
division,  as  well  as  in  the  operation  of  other  City  departments;  namely 
Class  1218  Payroll  Supervisor  and  Class  1224  Principal  Payroll  and 
Personnel  Clerk.   Three  classes  of  special  significance  for  the 
revenue-producing  departments  were  Class  4320  Cashier  I  and  the  two 
supervisory  levels  of  Classes  4321  Cashier  II  and  4322  Cashier  III. 

Providing  eligibles  to  the  Adult  Probation  Department  for  permanent 
appointments  in  Class  8440  Probation  Officer  was  a  significant 
accomplishment  because  of  the  vital  function  this  Class  serves  in  the 
Criminal  Justice  system  within  our  community. 

Additional  Accelerated  Testing  eligible  lists  were  adopted  for  Class  1228 
Senior  Testing  Technician,  1640  Senior  Accounting  Machine  Operator  and 
Class  1720  Data  Entry  Operator. 
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The  adoption  of  eligible  lists  under  the  regular  testing  program  in  the 
Stationary  Engineering  series  provided  journey-level,  as  well  as  the 
critical  supervisory  and  administrative,  permanent  staffing  necessary  to 
the  operation  and  maintenance  of  City  buildings  and  plant  equipment. 
Examinations  for  these  activities  included  7334  Stationary  Engineer,  7205 
Chief  Stationary  Engineer  and  7120  Buildings  and  Grounds  Haintenance 
Superintendent . 

Eligible  lists  were  adopted  in  the  four  Mechanical  Engineering  series  of 
Classes:   5252  Assistant  Mechanical  Engineer,  5254  Associate  Mechanical 
Engineer,  5256  Mechanical  Engineer  and  5258  Senior  Mechanical  Engineer. 

Middle  management  support  was  provided  the  Municipal  Court  operation 
through  the  adoption  of  eligible  lists  for  Classes  0230  Division  Chief 
Clerk  and  0270  Assistant  Division  Chief  Clerk. 

Juvenile  Hall  facility  operations  were  stabilized  by  the  provision  of 
permanent  supervisory-level  staffing  through  the  completion  of  the 
examinations  for  Class  8322  Senior  Counselor,  Juvenile  Hall,  and  Class 
8324  Supervising  Counselor,  Juvenile  Hall. 

In  addition,  three  eligible  lists  were  adopted  for  Classes  directly 
affecting  service  to  the  City  schools  and  to  the  public:   Classes  7615 
School  Lunchroom  Helper,  2727  School  Custodian  Supervisor  and  7457  Traffic 
and  Street  Sign  Maintenance  Worker. 

EXAMINATION  UNIT  TEAM  #2 

Examination  Unit  #2  administered  large-volume  examinations  for  Deputy 
Sheriff  (2700  candidates),  Assistant  Gardener  (500+  candidates).  General 
Laborer  (1000  candidates),  and  Carpenter  (250+  candidates). 

Two  new  examination  series  in  the  Police  Department  were  held  for  the 
Office  of  Citizens  Complaints  and  Crime  Prevention.   Other  examinations 
completed  included  the  Planner  Series  (7  examinations),  Telephone  Operator 
Series  (3  examinations).  Coroners  Office  (4  examinations),  Assessor's 
Office  (3  examinations)  and  9  examinations  for  various  classes  including 
Painter,  Painter  Supervisor,  Electrician,  Operating  Engineer,  Utility 
Plumber  Apprentice,  Deputy  Clerk-Municipal  Court,  Director  of  Welfare 
Audit  and  Pilot  of  the  Fire  Boat. 

The  size  of  team  U2   was  increased  substantially  in  the  spring  of  1984  by 
the  addition  of  four  analysts  and  responsibility  for  supervision  of  the 
clerical  support  staff  and  employment  information  center.   A  diverse 
examination  program  for  1984-85  includes  emphasis  on  classifications  in 
the  following  departments:   Public  Works,  Planning,  Assessor,  Treasurer, 
Juvenile  Court  and  Recreation  and  Park.   These  departments  account  for 
approximately  half  of  the  72  currently  assigned  classifications. 


-19- 


EXAMINATION  UNIT  TEAM  #3 

Examination  Unit  #3    included,  among  examination  duties,  supervision  of  the 
examination  clerical  support  section.   This  section  provided  a  variety  of 
services  such  as  the  typing  of  announcements  and  examination  materials, 
maintaining  courtesy  cards,  preparing  eligible  lists,  and  handling  of 
examination  inspections.   The  clerical  section  also  provided  information 
to  employees  and  the  public  regarding  examinations  and  related  Civil 
Service  Rules,  regulations  and  procedures.   Approximately  250  to  300 
applicants  and  prospective  applicants  were  served  on  a  typical  day. 

The  typist,  stenographer  and  legal  stenographer  series  of  examinations 
were  conducted  on  a  continuous  testing  basis.   The  testing  site  is  located 
at  the  Downtovm  Community  College.   Approximately  100  eligible  lists  were 
produced  by  this  program  last  year. 

Team  //3  conducted  examinations  and  posted  lists  for  a  diverse  grouping  of 
classifications.   Lists  adopted  included  Senior  Clerk,  Principal  Cleric, 
Elections  Supervisor,  Principal  Clerk  Stenographer,  Stenographic 
Secretary,  Materials  and  Supply  Supervisor,  Senior  Materials  and  Supply 
Supervisor,  Homemaker,  Deputy  Director,  Commission  on  Aging,  Marina 
Assistant  Manager,  Mechanical  Engineering  Assistant  II,  Mechanical 
Engineering  Associate  I,  Tool  Room  Mechanic  and  Custodian,  Parking  Meter 
Repairer,  Sales  Manager,  Port,  and  Roofer. 

EXAMINATION  UNIT  TEAM  #4 

During  this  fiscal  year.  Team  A  completed  2A  examinations.   The  two 
largest  concentrations  of  examinations  were  for  classifications  primarily 
in  the  Library  and  the  Port.   The  Library  classes  included  2  Library 
Technical  Assistant  examinations  and  4  professional  Librarian 
examinations.   The  Port  examinations  ranged  from  Wharfinger,  to  the 
Piledriver  series,  to  Property  Manager  classes.   For  the  courts,  this  team 
completed  Legal  Process  Clerk,  Senior  Legal  Process  Clerk,  Assistant  Court 
Clerk  and  Assistant  County  Clerk.   In  the  collections  and  accounting  area, 
the  team  completed  examinations  for  Senior  Collections  Clerk;  Collection 
Supervisor;  Investigator,  Tax  Collector  and  Personal  Property  Auditor. 
The  team  also  completed  the  Specialist  in  Aging  II  examination  for  the 
Commission  on  Aging  and  the  Environmental  Control  Officer  examination  for 
the  Police  Department. 

EXAMINATION  UNIT  TEAM  #5 

The  Contract  Examination  Unit  works  with  expert  professional  consultants 
who  undertake  job  analyses  and  prepare  examinations.   This  unit  processes 
examinations  in  sensitive  and  difficult  areas  which  require  consierable 
psychometric  expertise. 
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Fifteen  eligible  lists  were  adopted  during  the  fiscal  year,  including  two 
Retirement  Analyst  classifications,  four  classes  in  the  Property 
Management  field  including  the  Assistant  Director  of  Property,  two  Civil 
Engineer  classes  and  four  promotional  examinations  in  the  Sheriff's 
uniformed  forces  from  Sergeant  through  Chief  Deputy  Sheriff.   In  addition, 
examinations  were  held  for  three  other  classifications  -  the  Financial 
Specialist  for  the  Controller  and  the  Assistant  Secretary  and  Executive 
Director  for  the  County  Parole  Commission. 

Work  in  progress  includes  four  promotional  examinations  in  the  Fire 
Department,  three  examinations  each  in  the  Departmental  Personnel  Officer 
series  and  the  Personnel  Analyst  series,  the  Civil  Engineering  Assistant 
series  and  seven  examinations  in  the  Accountant/Auditor  series. 

ATP  UNIT 

The  Accelerated  Testing  Program  (ATP)  Unit,  created  specifically  to  meet 
the  terms  of  a  Letter  of  Agreement  between  the  City  and  employee 
organizations,  is  the  newest  of  the  examination  teams.   The  ATP  team  met 
the  terms  of  the  LOA  in  all  examinations  it  handled,  producing  a  large 
number  of  examinations  under  a  tight  contractual  time- frame  and 
successfully  completing  99  examinations  during  fiscal  year  1983-84. 

In  addition,  an  expanded  ATP  Unit  began  work  on  another  large  group  of 
examinations  which  are  scheduled  to  be  completed  during  fiscal  year 
1984-85. 

The  ATP  Unit  works  on  a  wide  variety  of  examinations,  including  clerical, 
technical,  professional,  crafts,  supervisory,  management  and 
administrative  classifications  throughout  the  many  city  departments. 

PUBLIC  UTILITIES  COMMISSION 

The  Public  Utilities  Commission  Exam  Unit  conducted  a  wide  variety  of 
exams  for  the  Water  Department,  Hetch  Hetchy,  and  MUNI  ranging  from  Senior 
Water  Chemist  to  Principal  Fare  Collections  Receiver.   As  a  result  of  the 
exam  program,  both  MUNI  and  the  Water  Department  appointed  a  permanent 
Deputy  General  Manager;  the  Water  Department's  examination  took  place 
shortly  after  the  position  was  classified.   Several  exams  were  completed 
under  the  Accelerated  Testing  Program  including  Senior  Transit  Information 
Clerk,  Senior  Transit  Traffic  Checker  and  Station  Agent. 

Four  exams  for  Transit  Operator  were  held,  ensuring  that  all  appointments 
to  that  position  would  be  from  a  competitive  eligible  list.   This  enabled 
MUNI  to  hire  enough  drivers  for  the  start-up  of  the  Cable  Car  system. 
Additionally,  a  new  operator  written  examination  was  developed  and 
administered. 

Several  exams  were  held  in  the  Equipment  Maintenance  Division  including 
Automotive  Transit  Equipment  Supervisor,  Electrical  Transit  Shop 
Supervisor,  Automotive  Service  Worker  and  Automotive  Service  Worker 
Assistant  Supervisor.   This,  coupled  with  exams  from  last  year,  resulted 
in  over  75H.  of  employees  in  that  division  receiving  permanent  appointments. 
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MANAGEMENT  DEVELOPMENT 


The  Management  Development  Unit  has  responsibility  for  the  following 
objectives : 

1.  To  develop,  establish,  maintain,  and  audit  the  Performance  Appraisal 
and  Management  Performance  Evaluation  systems  in  all  departments  as 
mandated  by  the  Charter. 

2.  To  develop,  implement,  and  evaluate  training  programs  for  all  levels 
of  management  personnel. 

3.  To  coordinate,  through  the  Training  Council,  to  the  degree  possible, 
training  efforts  throughout  the  City  with  special  effort  directed 
toward  making  training  opportunities  available  to  all  departments. 

A.    To  act  as  a  clearing  house  and  communications  center  for  training 
information. 

PERFORMANCE  APPRAISAL 

The  Performance  Appraisal  system  currently  used  for  all  employees  except 
executives  and  senior  managers  requires  on-going  instruction  for 
newly-appointed  managers  and  for  those  wishing  or  needing  a  review  of  the 
process.   Managers  are  trained  in  proper  procedures,  methods  of  writing  valid 
and  reliable  evaluations  and  conducting  employee  performance  conferences. 
Training  sessions  are  now  offered  on  a  regular  basis,  the  second  Monday  of 
every  month,  to  accommodate  managers  from  all  departments.   Large  departments 
often  request  that  Performance  Appraisal  training  be  provided  at  the 
department  site  because  of  the  number  of  and  for  the  convenience  of  their 
personnel. 

The  Performance  Appraisal  Handbook,  developed  in  1982,  outlines  the 
procedures  and  guidelines  for  writing  and  reviewing  Performance  Appraisals. 
Essential  information  about  the  system  in  any  easy-to-use  format  makes  this 
handbook  a  valuable  reference  guide  for  those  who  write  or  review  Performance 
Appraisals.   The  handbook  can  be  obtained  by  contacting  the  Management 
Development  Unit. 

PROGRAM  OUTPUTS  7/1/83  -  6/30/84 

Managers  trained  780 

AUDIT  OF  THE  PERFORMANCE  APPRAISAL  SYSTEM 

The  Performance  Appraisal  system  should  be  audited  in  each  department  on  a 
periodic  basis  to  ensure  compliance  and  to  monitor  the  timeliness  and  quality 
of  appraisals.   This  is  all  the  more  important  now  that  appraisals  are  a 
factor  in  the  examination  process  and  in  selective  certification. 
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The  first  such  Annual  Audit  was  completed  in  February  1983  and  a  schedule 
has  been  established  for  continuing  yearly  audits  in  each  department. 
However,  shortage  of  staff  has  prevented  us  from  performing  the  audits  despite 
the  critical  need  to  do  so. 

The  Handbook  for  Performance  Appraisal  Maintenance  System  provides 
detailed  instructions  for  personnel  responsible  for  maintenance.   This 
reference  guide,  too,  can  be  obtained  by  contacting  the  Management  Development 
Unit. 

MANAGEMENT  PERFORMANCE  EVALUATION 

The  Management  Performance  Evaluation  System,  in  place  in  all  departments, 
provides  an  effective  means  of  assessing  and  documenting  performance  at  the 
highest  levels  of  management.   A  significant  rationale  of  the  system  is  the 
link  between  program  objectives  and  the  personnel  responsible  for  their 
achievement.   This  system  will  eventually  include  Senior  Management  Service 
participants  when  that  program  is  in  place. 

MANAGEMENT  TRAINING 

The  Management  Development  Unit  now  conducts  on  a  regular  basis  a 
three-day  workshop,  "Improving  Managerial  Effectiveness,"  which  has  been 
designed  to  promote  the  utilization  of  state-of-the-art  priniciples, 
techniques  and  skills  that  lead  to  more  professional  and  effective  management 
of  human  and  material  resources.   Course  objectives  are  linked  directly  to  the 
Performance  Appraisal  factors  used  to  evaluate  managers,  and  participants  are 
encouraged  to  develop  strategies  for  translating  workshop  experience  to 
on-the-job  application. 

"Improving  Managerial  Effectiveness"  is  a  prerequisite  for  one-and  two-day 
workshops  designed  to  address  certain  managerial  functions  in  greater  depth: 
Communications,  Leadership  and  Performance  Counseling.   The  development  of 
workshops  in  Planning  and  Time  Management  is  in  progress  and  these  programs 
will  be  offered  beginning  in  the  Fall  of  198^.   A  one-day  workshop  in  Stress 
Management  is  offered  monthly  in  our  regular  schedule  of  programs. 

A  new  program,  "Oral  Advocacy,"  was  developed  to  assist  Personnel  Analysts 
in  preparing  and  presenting  cases  before  the  Civil  Service  Commission  and  in 
hearings.   It  was  delivered  to  24  analysts  in  the  Civil  Service  Commission 
Examination  Unit  in  five  sessions.   The  program  was  conducted  for  two  other 
departments:   Department  of  Social  Services  for  Administration  and  Personnel 
staff  and  the  Police  Department  for  the  Consent  Decree  Division  and 
representatives  from  Personnel,  Legal  and  Background  Divisions.   "Oral 
Advocacy"  was  part  of  a  larger  program  prepared  in  collaboration  with  a  City 
Attorney  and  conducted  for  the  staff  of  the  Personnel  Department  of  the  Public 
Utilities  Commission. 
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In  the  Fall  of  1983,  we  contracted  with  McBer  and  Company  to  design  a 
program  which  would  incorporate  the  basic  concepts  of  the  executive  level 
seminar  in  a  course  for  our  mid  level  managers.   The  pilot  program  was 
conducted  in  January.   Since  then,  we  have  been  working  on  modifications  of 
the  program  to  meet  the  needs  of  mid  managers  more  precisely  and  to  achieve 
the  standards  we  have  set  for  integration  with  our  other  programs.   We  are 
also  still  in  the  process  of  obtaining  rights  to  use  questionnaire  instruments 
for  this  course.   It  is  targeted  for  implementation  in  early  December. 

PROGRAM  OUTPUTS  7/1/83  -  6/30/84 

"Improving  Managerial  Effectiveness" 

Managers  trained  in  23  workshops  323 

One  and  Two-Day  Workshops 

Managers  trained  in  20  workshops  295 

"Oral  Advocacy"  52 

Participants  from  ^  departments 

EVALUATION  OF  MANAGEMENT  TRAINING 

Assessing  the  impact  of  training  in  the  work  context  is  an  essential 
component  of  all  training  programs.   In  1982-83  an  evaluation  process  was 
developed  and  tested  through  an  intern  project.   Our  objective  was  to  use  that 
process  to  continue  the  assessment  of  training  programs.   However,  because  of 
shortage  of  staff,  we  have  not  been  able  to  do  program  evaluation. 

EXECUTIVE  TRAINING 

The  curriculum  for  Executives  and  senior  managers  has  been  expanded  to 
three  programs,  with  two  new  courses  to  be  ready  for  presentation  in  the  Fall 
of  198'!i.   The  executive  seminar,  "Managing  Motivation  for  High  Performance," 
begun  in  1982,  has  now  been  offered  to  almost  all  Appointing  Officers  and  a 
large  number  of  their  senior  assistants.   Five  sessions  of  the  seminar  were 
conducted  this  year  and  the  program  will  be  offered  on  a  regular  schedule  in 
order  to  provide  this  excellent  course  to  all  the  senior  level  managers  in 
every  department  and  new  Appointing  Officers. 

An  excellent  second  course  in  the  developmental  cycle  is  now  available  to 
executives  who  have  attended  the  first  program.   "Managing  Decision  Making" 
was  first  conducted  in  February,  I98A ,  and  will  be  available  on  a  regular 
basis . 

"Executive  Planning  and  Goal  Management"  is  a  one  day  program  focusing  on 
the  use  of  a  time  management  tool  to  enhance  planning  and  goal  management 
skills. 
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Two  new  programs  are  scheduled  to  begin  in  the  Fall:   "Managing  Effective 
Meetings"  and  "Behavioral  Events  Selection  Interview". 

PROGRAM  OUTPUTS  7/1/83  -  6/30/84 

"Managing  Motivation  for  High  Performance" 

Participants  in  5  workshops  111 

"Managing  Decision  Making" 

Participants  in  1  workshop  19 

"Executive  Planning  and  Goal  Management" 

Participants  in  5  workshops  5A 

James  Harvey,  Chief  Executive  Officer  of  Transamerica,  has  very  generously 
provided  facilities  at  Transamerica  Corporate  Headquarters  for  the  conduct  of 
our  workshops.   A  Lad  Burgin,  Vice  President  of  Management  Development, 
Transamerica,  and  his  staff  assist  in  the  coordination  of  activities  and  the 
scheduling  of  our  programs.   The  executive  programs  are  funded  by  the  Central 
Management  Training  Fund. 

OTHER  PROJECT/ACTIVITIES 

1.  A  staff  member  was  invited  to  be  the  guest  presenter  at  a  meeting  of 
Bay  Area  Social  Services  Trainers.   The  presentation,  "Oral 
Advocacy:   Its  Applications  in  Training,"  was  made  to  sixty  Trainers. 

2.  The  Director  of  Training  conducted  an  afternoon  session  for  the 
Western  Regional  Training  Conference  of  the  American  Public  Welfare 
Association  in  April.   The  subject  was  "Management  Training: 
Public/Private  Partnerships." 

3.  The  San  Francisco  Fire  Department  requested  and  we  provided 
assistance  in  validating  the  evaluation  procedures  for  all  phases  of 
training  at  the  Fire  College.   In  the  Fall  we  will  conduct  a  special 
series  of  training  in  performance  evaluation  to  all  supervisory 
personnel  in  the  department. 

A.    The  Director  of  Training  was  a  member  of  two  Task  Forces  in  the 

Public  Utilities  Commission.   The  objective  of  one  Task  Force  was  to 
develop  a  training  program  for  MUNI  Operators  to  acquaint  them  with 
and  prepare  them  for  advancement  to  supervisory  positions.   We 
conducted  eight  briefing  sessions  to  129  Transit  Managers  and  funded 
three  components  to  be  developed  and  conducted  by  the  Community 
College  District.   The  objective  of  the  second  Task  Force  was  to 
design  a  training  program  for  supervisors  in  MUNI  Maintenance 
Operations.   We  are  conducting  six  sessions  in  Performance  Appraisal 
in  the  program  and  we  funded  the  preparation  of  the  Suprvisors 
Handbook. 


-25- 


San  Francisco  General  Hospital  has  received  special  assistance  from 
this  Unit  in  their  present  crisis.   An  effort  has  been  made  to 
provide  training  in  Performance  Appraisal  to  all  supervisory 
personnel  in  a  series  of  workshops.   These  programs  will  continue 
through  the  coming  year.   A  special  program  was  given  to  129  Charge 
Nurses  in  two  sessions.   Our  three-day  Workshop,  "Improving 
Managerial  Effectiveness,"  will  be  given  in  July  by  special 
arrangements  to  a  group  of  fifteen  Charge  Nurses. 
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EQUAL  EMPLOYMENT  OPPORTUNITY 


During  the  past  fiscal  year,  the  Equal  Employment  Opportunity  (EEO)  Unit 
of  the  Civil  Service  Commission  has  realized  two  major  goals:  the  five-year 
Office  of  Revenue  Sharing  Agreement  has  been  successfully  completed  and 
Hispanic  employments  have  increased  substantially  -  from  5.9%  in  1978  (1,619 
employees)  to  9 .  2t.  in  1984  (2,4A8  employees).  Minority  presence  in  the  City 
workforce  generally  increased  in  most  areas,  with  a  marked  movement  of  women 
entering  non-traditional  job  areas. 

In  accordance  with  the  Letter  of  Agreement  between  the  City  and  various 
signatory  unions,  the  EEO  Unit  was  successful  in  placing  temporary  employees 
who  met  the  terms  of  the  Agreement  in  new  or  vacant  positions;  this  resulted 
in  the  retention  of  328  employees. 

I.  INTERPRETER-TRANSLATOR  PAY 

All  positions  approved  by  their  respective  appointing  officers  to  provide 
Interpreter-Translator  services  are  eligible  to  receive  a  bilingual  premium  as 
delineated  in  the  Annual  Salary  Standardization  Ordinance.   Employees  in  these 
"Designated  Bilingual  Positions"  can  receive  compensation  if  they  use  a 
specified  second  language  at  least  ten  hours  biweekly  on  their  job. 
Departments  utilizing  "Designated  Bilingual  Positions"  must  maintain 
documentation  that  the  level  of  Interpreter-Translator  service  provided  meets 
this  requirement. 

II.  BILINGUAL  TESTING 

In  order  to  ensure  that  persons  providing  bilingual  services  do,  in  fact, 
have  the  necessary  language  skills,  all  employees  in  Designated  Bilingual 
Positions  are  tested  to  verify  their  second  language  proficiency.   Language 
proficiency  exams  are  administered  on  a  continuous  basis  to  any  employee 
occupying  a  position  requiring  bilingual  skills.   Successful  completion 
certifies  the  employee's  eligibility  for  Interpreter-Translator  Pay. 

III.  AMNOUNCEMENT  REVIEWS 

136  examination  announcements  prepared  by  the  various  examination  units 
were  reviewed  by  the  Equal  Employment  Opportunity  Unit.   Recruitment  plans 
were  prepared  for  all  Office  of  Revenue  Sharing  significant  classes  and  for 
other  classes  requiring  minority  recruitment. 

IV.  EQUAL  EMPLOYMENT  OPPORTUNITY  REPORTS 

The  Civil  Service  Equal  Employment  Opportunity  Unit  continues  to 
coordinate  workforce  composition  data  and  Equal  Employment  Opportunity  reports 
for  State  and  Federal  reporting,  affirmative  action  plans,  recruitment 
targeting  and  numerous  other  uses.   Reports  produced  included:  Employees  by 
Class,  Status,  Sex,  Race;  Employees  by  Department;  Employees  by  Salary; 
Employees  by  Federal  Reporting  Functions  and  Occupational  Groups;  and 
Alphabetical  Listing  of  Employees. 
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APPOINTMENTS  BY  STATUS.  RACE 
JULY  1,  1983  -  JUNE  30,  1984 


RACE/ETHNICITY 


White 


Black 


Hispanic 


Asian 


Filipino 


American  Indian 


Total 


CERTIFIED 
PERMANENT 

CERTIFIED 
TEMPORARY 

LIMITED 
TENURE 

NON-CIVIL 
SERVICE 

TOTAL 

1793 
37.4% 

104 
20.0% 

465 
43.5% 

1525 
39.0% 

3887 
37.7% 

1028 
21.4% 

213 
41.0% 

193 
18.1% 

843 
21.5% 

2277 
22.1% 

579 
12.1% 

97 
18.7% 

152 
14.2% 

649 
16.6% 

1477 
14.3% 

736 
15.3% 

76 
14.6% 

168 
15.7% 

534 
13.6% 

1514 
14.7% 

653 
13.6% 

30 
5.8% 

89 
8.3% 

352 
9.0% 

1124 
10.9% 

9 
0.2% 

0 
0.0% 

1 
0.1% 

11 
0.3% 

21 
0.2% 

4798 
100 . 0% 

520 
100.0% 

1068 
100 . 0% 

3914 
100 . 0% 

10300 
100 . 0% 
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Employee  record  keeping  has  been  automated  within  the  Civil  Service 
department.   By  converting  all  manual  record  systems  to  a  computerized  system, 
Civil  Service  staff  can  regularly  update,  audit,  and  retrieve  information  on 
workforce  composition,  appointments,  utilization  analysis,  etc. 

V.  RECRUITMENT 

A  major  component  of  the  Equal  Employment  Opportunity  Unit's  programs 
include  minority  counseling,  outreach  recruitment  and  special  job  search  and 
placement  efforts. 

The  counseling  program,  serving  over  3,000  persons  this  past  year,  is 

available  to  minorities  and  women  seeking  entry  and  career  employment.   This 

service  is  further  enhanced  by  the  availability  of  counselors  who  are  fluent 
in  Cantonese  and  Spanish. 

Since  the  abolition  of  residency  requirements  for  Civil  Service  positions, 
except  entry  level  Police  Officers  and  Firefighters,  recruitment  activity  has 
increased  significantly  with  the  expanded  boundaries.   Whereas,  prior  to  the 
abolition  of  residency  requirements,  we  had  contacts  with  approximately  200 
employment  related  agencies  in  the  city,  we  have  substantially  expanded  our 
outreach  program  to  include  Bay  Area  Networking  of  ethnic  and  minority 
organizations  and  other  professional  and  business  organizations  in  the  Bay 
Area.   In  addition  to  personal  appearances  at  college  and  university  career 
days,  job  fairs  and  other  candidate  contact  events.  Civil  Service  recruiters 
have  been  very  active  in  participating  in  and  joining  in  community 
organizations  and  events,  thereby  increasing  our  resource  base  to  effectively 
reach  more  qualified  "Targeted  Groups"  in  our  recruitment  program. 

As  a  result  of  the  Equal  Employment  Opportunity  Unit's  recruitment 
efforts,  Hispanic  appointments  continued  to  increase  to  14.3%  of  total 
appointments  in  the  City  in  fiscal  year  1983-84. 

Finally,  in  order  to  meet  the  needs  of  the  large  influx  of  Indochinese 
refugees  into  the  area,  we  have  developed  more  contacts  with  the  Indochinese 
Programs  in  assisting  and/or  direct  placement,  as  appropriate.   Also,  we  have 
continued  to  maintain  and  utilize  the  various  minority  media  contacts  to  the 
fullest  in  our  recruitment  efforts. 

VI.  DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  Unit  continued  to  administer  the  Civil 
Service  Commission's  internal  discrimination  complaint  resolution  process. 
During  Fiscal  Year  1983-84,  seventy-six  (76)  complaints  were  filed  under  Civil 
Service  Rule  One,  Section  1.03  F,  allowing  for  rectification  of  these  issues 
as  mandated  by  Charter.   Considerable  staff  time  and  resources  were  spent  on 
the  mediation,  investigation,  conciliation  and/or  adjudication  of  these 
charges . 

Concurrently,  the  Equal  Employment  Opportunity  Unit  received  seventy-two 
(72)  complaints  filed  with  the  U.S.  Equal  Employment  Opportunity  Commission 
and/or  the  California  Department  of  Fair  Employment  and  Housing.   The  staff 
provided  technical  assistance  to  City  departments  regarding  State  and  Federal 
E.E.O.  requirements  and  assisted  departmental  personnel  at  Fact  Finding 
conferences,  on-site  monitoring  reviews  and/or  negotiation  of  settlement 
agreements . 
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SENIOR  MANAGEMENT  SERVICE 


PURPOSE 


The  Senior  Management  Service,  hereinafter  referred  to  as  SMS,  is  a 
management  development  program  established  to  promote  more  efficient 
management  performance  throughout  the  city.   The  identification,  advancement, 
and  recognition  of  competent  managers  is  the  primary  objective.   The  target 
date  to  begin  enrollment  in  SMS  is  expected  to  be  during  the  coming  fiscal 
year.   Due  to  the  revised  timetable  for  the  completion  of  the  management 
classification  survey  by  Ralph  Andersen  and  Associates  and  the  fact  that  an 
impasse  was  declared  by  the  Mayor  after  the  union  requested  assistance  during 
the  meet  and  confer  process  on  the  proposed  SMS  rule. 

STATUS  REPORT 

The  contract  between  the  City  and  Ralph  Andersen  and  Associates,  which  had 
been  extended  through  this  fiscal  year,  provides  for  a  series  of  tasks  to  be 
completed  in  order  that  the  plan  can  be  put  into  effect.   The  delays 
experienced  throughout  the  project  resulted  in  a  need  for  further  extension  of 
the  contract.   The  General  Manager  undertook  a  process  of  negotiation  with 
Ralph  Andersen  both  to  clarify  the  work  yet  to  be  completed  and  to  determine 
appropriate  compensation  for  such  additional  work. 

On  November  10,  1983,  City  Attorney  opinion  #83-68  was  reissued  in 
response  to  the  Employee  Relations  Division's  abovementioned  request. 
Subsequently,  employee  organizations  involved  in  the  meet  and 
confer/consultation  process  attended  a  presentation  by  Ralph  Andersen  and 
Associates  on  the  preliminary  proposed  classification  plan.   A  written  summary 
of  the  presentation  was  also  provided  to  the  affected  unions. 

On  December  12,  1983,  the  Civil  Service  Commission  adopted  a  report  to 
release  reserve  funds  to  complete  tasks  essential  to  the  implementation  of  the 
SMS  Classification  Plan.   Commission  approval  triggered  the  request  of  the 
Board  of  Supervisors  to  release  reserve  funds  and  of  the  City  Attorney  to 
provide  a  modification  to  the  consulting  contract.   The  Board  of  Supervisors 
approved  the  request  on  March  5,  198A. 

The  General  Manager,  Personnel,  formally  notified  Ralph  Andersen  on  April 
3,  1984,  of  the  provisions  of  the  contract  modification.   In  April  the  unions 
again  requested  the  assistance  of  the  Mayor  in  accordance  with  the 
Employer-Employee  Relations  Ordinance,  Section  16.716,  "Impasse  Procedure,"  in 
an  effort  to  obtain  more  specific  details  of  the  preliminary  draft  report.   In 
order  to  advance  the  meet  and  confer/consultant  process,  the  General  Manager, 
Personnel,  provided  each  affected  employee  organization  a  list  of  preliminary 
allocations  of  positions  in  represented  classes.   On  June  20,  198A ,  the  Mayor 
declared  an  impasse  in  the  meeting  and  conferring  process  on  the  proposed  SMS 
rule  and  requested  the  Employee  Relations  Division  to  assist  in  finding  a 
mutually- agreeable  mediator.   This  matter  has  been  submitted  to  a  mediator  in 
accordance  with  the  Impasse  Procedure  in  the  Employer-Employee  Relations 
Ordinance.   Both  parties  are  now  working  towards  a  timely  resolution  of  this 
dispute . 
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CERTIFICATION 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
eligibles  (eligible  lists).   When  a  personnel  requisition  is  received  in  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed  and 
the  name  or  names   of  the  eligibles  under  the  Rule  of  Three  (3)  or  by 
selective  certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.   When  an  eligible  is  appointed,  the 
Certification  Unit  validates  the  appointment. 

In  November,  1979,  Proposition  C  was  approved  by  the  electorate  which 
amended  Charter  Section  8.329  as  to  the  rights  of  temporary  employees  to 
permanent  positions.   This  amendment  as  implemented  by  Civil  Service  Rules, 
provides  for  selective  certification  in  that  employees  certified  to  temporary 
positions  from  an  eligible  list  who  had  satisfactory  service  with  the  City  for 
six  months  or  for  another  designated  time  period  would  be  entitled  to  be 
appointed  to  a  permanent  position  in  that  same  class  before  persons  having 
higher  rank  who  had  not  been  appointed  to  a  permanent  City  position. 


CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1983- 

8A 

Eligibles  Certified 

9 

290 

Appointments  Validated 

7 

049 

Separations  Recorded 

6 

554 

Number  of  Eligibles  on  New  Lists 

12 

346 

Number  of  Eligibles  on  All  Lists 

20 

937 

MANAGEMENT  INFORMATION  SERVICE 

This  has  been  a  significant  year  for  the  Management  Information  Services 
(MIS)  Unit;  not  only  has  the  unit  been  implemented  and  staffed  but  automation 
has  been  almost  fully  installed,  thus  providing  computer  and  word  processing 
capability  for  the  Civil  Service  Commission  staff.   For  example,  eligible 
lists  can  now  be  inserted  into  terminals  two  blocks  away  and  transmitted  to 
the  MIS  staff  in  City  Hall.   Among  other  valuable  benefits,  the  preparation  of 
eligible  lists  and  certification  of  eligibles  has  increased  substantially, 
thus  expediting  the  hiring  process  and  enabling  Civil  Service  to  achieve  the 
goals  of  the  Letter  of  Agreement,  by  successfully  transitioning  temporary 
employees  to  permanent  status  and  reducing  the  number  of  temporary  employments. 
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ADMINISTRATIVE  SERVICES 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Section  provides  information  and  interpretation 
to  City  departments,  employees  and  the  general  public  on  Civil  Service  rules 
and  regulations.  Civil  Service  provisions  of  the  Charter,  and  other 
personnel-related  ordinances  or  documents.   This  unit  reviews  and  approves  or 
recommends  to  the  Civil  Service  Commission  on  a  wide  variety  of  personnel 
matters,  including  leaves  of  absence,  reductions  in  force  and  other  issues 
which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil  Service 
offices.   In  addition,  this  section  develops  and  revises  personnel  practices, 
policies,  rules,  forms  and  procedures.   Unit  staff  represent  Civil  Service  in 
meet  and  confer  negotiations  with  employee  organizations. 

Various  functions  of  this  unit  include  preparation  and  recommendation  of 
staff  reports  on  behalf  of  City  departments  to  the  Civil  Service  Commission. 
Topics  of  staff  reports  include  limited  tenure  appointments,  extension  of 
holdover  rights,  status  grants,  near  list  appointments,  non-Civil  Service 
separations,  medical,  criminal,  and/or  background  rejections,  etc. 

Supervision  and  coordination  of  the  Certification  and  Mail  and 
Reproduction  Services  Units  are  other  functions  of  the  In-Service  Activities 
Section. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as 
follows : 

1.  Prints  forms,  examinations,  reports,  training  materials  and 
employment  information,  etc. 

2.  Disseminates  offficial  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 

3.  Picks  up  inter-department  business  materials,  sorts  and  delivers  to 
proper  destinations.   These  destinations  include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  incoming  mail. 

5.  Picks  up,  sorts  and  expedites  outgoing  mail. 
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MAIL  DISTRIBUTION  BY 

MAIL  AND  REPRODUCTION  UNIT 

FOR  1983-84  FISCAL  YEAR 


U.S.  MAIL 


NO.  OF  PIECES 


INCOMING: 


OUTGOING: 


INTERDEPARTMENTAL  MAIL: 
(CSC  &  City  Departments) 


Units 
Administration 
Certification 
Classification 
BBC 
Salary 

Timeroll  Audit 
Training 

Subtotal 
Bxamination  Units 


REPRODUCTION:   1983-1984 

No.  of 

Printing 

Impressions 

801,795 

91,380 

27,400 

24,975 

15,570 

20,000 

124.673 

1,105,793 


Civil  Service  Commission  1,658,822 

Airport  (Decentralized)  16,220 

DPH  (Decentralized)  219,804 

DSS  (Decentralized)  2  7.000 

Subtotal  1,897,546 


120,369 
78,000 
90,667 


Per 

Cent 

Of 

Work 

26 

.70 

3 

.04 

.92 

.83 

.52 

.67 

4 

.15 

36.83 


55 

.23 

.54 

7 

.31 

.09 

63.17 


Grand  Total 


3,003,399 


100.00 


-33- 


RULES  REVIEW 

A  permanent  conanittee  of  Civil  Service  Commission  staff  members  was  formed 
in  the  Spring  of  1977  to  update  and  maintain  the  Civil  Service  Commission 
Rules.   The  committee  during  Fiscal  Year  1983-8A  reviewed,  recommended  and  the 
Civil  Service  Commission  adopted  amendments  to  the  following  Rules:   Rule  1  - 
Section  1.03.F.;  Rule  2  -  Sections  2.01,  2.18  and  2.19;  Rule  4  -  Section  4.01; 
Rule  9  -  Section  9.18;  Rule  10  -  Section  10.06;  Rule  11  -  Section  11.02.C.; 
Rule  12  -  Sections  12.01  -  12.05;  Rule  13  -  Section  13.03;  Rule  14  -  Sections 
14.01  -  14.02;  Rule  15  -  Section  15.01.   The  following  Rules  were  deleted: 
Rule  17  and  Rule  19. 

An  index  of  Civil  Service  Rule  revisions  (issued  annually  since  1977), 
listing  all  changes  in  the  Rules  from  July  1,  1972,  through  July  31,  1982,  has 
been  prepared;  it  was  distributed  on  September  1,  1982.   A  Subject  Index  to 
the  Civil  Service  Rules,  originally  developed  and  distributed  during  Fiscal 
Year  1977-78,  was  updated  to  reflect  each  Rule  change  and  distributed  December 
1,  1982. 

For  the  convenience  of  managers,  employees  and  the  public.  Civil  Service 
Commission  Rules  have  been  completely  revised  and  printed  in  a  standardized 
format;  these  new  editions  were  to  be  available  for  City-wide  distribution  on 
approximately  July  1,  1984. 

Procedures  have  been  developed  for  notification  of  Rule  amendments  by  the 
use  of  "Rule  Change  Number"  on  memoranda  which  are  posted  on  an  "Amendment 
Control  Sheet"  in  each  copy  of  the  Rules.   An  updated  Amendment  Control  Sheet 
reflecting  rule  changes  was  issued  September  1,  1982.   Each  time  a  change  is 
made  in  the  Rules  the  pertinent  page  is  reissued  with  the  amendment  date  and 
the  Rule  Change  Number  listed  after  the  amended  section.   In  addition,  pages 
of  the  Rules  are  now  dated  with  an  issue  date. 


-34- 


AIRPORTS  COMMISSION  DECENTRALIZED  PERSONNEL  UNIT 


The  Airport  Decentralized  Personnel  Unit,  with  a  staff  of  two 
professionals,  performs  work  under  a  generalist  personnel  concept. 

This  Unit  is  responsible  for  recruitment  and  examination  activities  for 
all  Airport  classified  civil  service  positions,  including  the  preparation  of 
examination  announcements,  the  receipt  and  evaluation  of  applications  and  the 
administration  of  examinations,  subject  to  the  review  and  approval  of  Civil 
Service  management  staff. 

The  Airport  Decentralized  Personnel  Unit  is  also  responsible  for  the 
classification  and  reclassification  of  Airport  positions,  including  the 
screening  of  requests  and  the  preparation  of  reports  and  relevant  supporting 
back-up  data  for  purposes  of  consultation  and  approval  of  the  Civil  Service 
Classification  Division  prior  to  review  and  final  disposition  by  the  Civil 
Service  Commission. 

In  addition  to  these  major  functions,  the  Unit  also  has  had  responsibility 
for  the  coordination  of  personal  services  contracts  for  Civil  Service 
Commission  approval,  the  coordination  of  all  examination  and  classification 
matters  with  Civil  Service  Commission  staff  including  the  notification  of 
City-wide  promotional  opportunities  to  Airport  employees,  the  coordination  of 
research  and  preparation  of  reports  on  in-service  activities,  the  presentati 
of  testimony  on  in-service  matters,  and  conducting  special  projects. 


on 


A  major  component  of  the  Airport  Decentralized  Personnel  Unit's  programs 
is  minority  outreach  recruitment.   In  addition  to  recruitment  on  college 
career  days  and  at  job  fairs.  Unit  staff  have  maintained  frequent  contact  with 
community  organizations,  other  counties'  agencies,  and  other  airports  in  an 
effort  to  effectively  reach  greater  numbers  of  qualified  targeted  groups. 

During  the  1983-8A  fiscal  year,  twelve  examinations  were  completed, 
several  other  examinations  were  initiated,  and  thirty-three  positions  were 
classified  by  the  Airport  Decentralized  Personnel  Unit. 

A  continuing  goal  of  the  Airport  Decentralized  Personnel  Unit,  through  the 
examination  and  classification  programs,  is  to  stabilize  the  work  force  by 
facilitating  the  hiring  of  qualified  personnel  on  a  permanent  basis.   The 
hiring  of  permanent  employees  who  have  the  skills  and  abilities  necessary  to 
perform  their  jobs  well  will  be  conducive  to  increasing  efficiency  in  the  work 
place,  and  to  increasing  safety,  cleanliness,  and  convenience  for  the 
traveling  public  at  San  Francisco  International  Airport. 
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PUBLIC  HEALTH  DECENTRALIZED  PERSONNEL  UNIT 

During  Fiscal  Year  1983-84,  the  Department  of  Public  Health's 
Decentralized  Personnel  Unit  established  124  eligible  lists  which  were  adopted 
by  June  30,  1984.   Fifty  of  the  eligible  lists  adopted  during  the  First 
Quarter  were  a  direct  result  of  the  implementation  of  the  Accelerated 
Examination  Program  resulting  from  the  Letter  of  Agreement  between  the  City 
and  County  and  the  signatory  unions. 

EXAMINATION  PROGRAM  OUTPUTS: 


1.  Applications  Received  and  Screened:  4,181 
(Not  including  additional  applications  for 

non-Civil  Service  appointments  and  untimely 
applications . ) 

2.  Eligible  Lists  124 

3.  Eligibles  on  Lists  1,621 

4.  Examination  Announcements  Issued    ENTRANCE/COMBINED 

19       26 

5.  Announcements  Reissued  14        6 

SELECTION  PROCEDURES  ADMINISTERED: 


Type 

Written  Tests 
Oral  Examinations 
Performance/Strength  Tests 
Foreign  Language  Proficiency 
Training  and  Experience  Evaluation 
Rated  Application  Review 
Merit  and  Seniority  Ratings 


Number 

Number  of 

Held 

Participants 

2 

27 

51 

873 

16 

484 

05 

305 

0 

0 

60 

835 

43 

29 

TOTALS  177  2,553 
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CLASSIFICATION: 

The  Classification  Team  of  the  Public  Health  Decentralized  Personnel  Unit 
conducts  classification  studies  of  positions  throughout  the  Department, 
including  position  audits  and  organizational  surveys  and  research.   Such 
studies  result  in  the  classification  of  new  positions,  reclassification  of 
existing  positions  and  recommendations  regarding  program  development, 
organization  and  staffing.   Several  major  studies  were  completed  by  staff 
during  the  fiscal  year  1983/8A  which  resulted  in  the  reorganization  or 
improved  effectiveness  of  several  divisions  within  the  department. 
Specifically,  as  a  result  of  an  audit  of  the  operations  of  San  Francisco 
General  Hospital  by  the  California  Department  of  Public  Health  and  Human 
Services  in  January  1984,  significant  administrative  and  staffing  changes 
occurred  within  key  divisions  including  Medical  Records,  Food  Services, 
Pharmacy  and  Nursing.   Additionally,  positions  within  the  following  divisions 
were  analyzed  by  staff:   San  Francisco  General  Hospital  -  Radiology,  Burn  Care 
Unit,  Materials  Management,  Accounting  and  outpatient;  Laguna  Honda  Hospital; 
Community  Public  Health  Services  -  Senior  Health  Services,  Environmental 
Health,  Forensic  Services,  Substance  Abuse,  Emergency  Services  and  Mental 
Health.   Finally,  the  unit  has  taken  major  responsibility  for  researching  and 
interpreting  legal  implications  of  licensing  requirements  and  State  and 
Federal  regulations  such  as  the  California  Administrative  Code. 
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SOCIAL  SERVICES  DECENTRALIZED  PERSONNEL  UNIT 

In  February  1984,  the  Merit  System  Services  section  of  the  State  Personnel 
Board  conducted  an  audit  of  the  personnel  practices  of  the  Department  of 
Social  Services.   At  the  conclusion  of  the  audit,  the  Department  was 
particularly  pleased  to  be  commended  for  having  made  "significant  progress"  in 
correcting  the  underrepresentation  of  Hispanics  in  our  workforce.   It  was 
noted  in  the  report  that  the  Department  had  moved  from  4.8%  representation  in 
1975  to  9.3%  in  1983. 

The  Department  was  also  commended  for  significantly  reducing  the  number  of 
long  term  "non-status"  temporaries  in  the  Department.   At  the  end  of  Fiscal 
Year  1982-83  there  were  41  such  temporary  employees  in  the  Department,  but  at 
the  end  of  Fiscal  Year  1983-84  that  number  had  been  reduced  to  16. 
Furthermore,  at  the  end  of  Fiscal  Year  1982-83  there  were  16  temporaries  in 
"DSS  only"  classifications  while  at  the  end  of  Fiscal  Year  1983-84  there  were 
none  except  for  three  employees  who  were  in  "safety-net"  appointments  made 
under  provisions  of  the  Letter  of  Agreement  (LOA)  and  Compliance  Agreements. 

Most  of  the  credit  for  this  improvement  would  have  to  go  to  the 
Department's  decentralized  examinations  unit. 

The  massive  layoff  experienced  by  the  Department  in  January  1982,  and  the 
lists  of  holdovers  created  because  of  that  layoff,  resulted  in  a  virtual 
cessation  of  examination  activity  at  Department  of  Social  Services  for  over  a 
year.   The  examination  unit  was  reduced  from  a  pre-layoff  staff  of  five  (5) 
Full  Time  Equivalents  (FTE's)  to  a  post-layoff  staff  of  one-half  FTE,  that  one 
person  doing  mostly  classification  work. 

However,  normal  turnover  led  to  the  eventual  exhaustion  of  many  of  the 
holdover  lists  and  the  work  of  the  exam  unit  slowly  began  to  increase.   The 
staff  in  the  Unit  was  increased  to  two  (2)  FTE's  plus  clerical  support;  and 
during  Fiscal  Year  1983-84,  the  unit  produced  five  Department  of  Social 
Services  eligible  lists.   Because  of  the  production  of  the  Department  of 
Social  Services  lists,  the  non-status  temporaries  were  then  able  to  transition 
to  permanent  status. 

There  were  no  major  classification  studies  undertaken  during  this  past 
year  although  the  classification  study  completed  during  Fiscal  Year  1982-83, 
reclassification  of  the  General  Assistance  Program,  was  given  final  approval 
by  the  Commission  in  August. 

At  the  request  of  the  General  Manager,  Social  Services,  the  Department  and 
Commission  staff  are  exploring  ways  to  implement  a  flexible  staffing  concept 
in  the  Department's  Eligibility  and  Social  Services  classifications,  a  plan 
which  promises  to  have  significant  classification  impact. 

The  Department  of  Social  Services  Personnel  Unit  is  pleased  with  our 
accomplishments  during  Fiscal  Year  1983-84  and  we  look  forward  to  building  on 
these  accomplishments  during  this  next  Fiscal  Year. 
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City  and  County  of  San  Francisco  Civil  Service  Commission 


September  16.  1985 


The  Honorable  Dianne  Feinstein 

Mayor  of  the  City  and  County  of  San  Francisco 

200  City  Hall 

San  Francisco.  CA  94102 

Dear  Mayor  Feinstein: 

On  behalf  of  my  fellow  members  of  the  Civil  Service  Commission.  I  am 
pleased  to  submit  the  Annual  Report  of  the  Civil  Service  Commission  and  its 
staff  for  the  fiscal  year  concluding  June  30.  1985. 

Fiscal  Year  1984-85  has  continued  to  be  a  year  of  significant 
achievement  for  the  Civil  Service  Merit  System  in  San  Francisco,  and  I  am 
pleased  to  highlight  several  accomplishments  of  your  Commission  which  are 
reviewed  in  detail  in  this  report: 

I.  EXAMINATION  UNIT 

The  Examination  Unit  continued  to  display  its  remarkable  progress  in  the 
production  of  eligible  lists  -  359  eligible  lists  were  issued  for  a  100%  gain 
over  1982-83  and  more  than  500%  over  1980-81.  Additionally,  almost  60%  of 
all  appointments  resulting  from  those  eligible  lists  involved  minority 
candidates,  including  considerable  percentages  of  Hispanics  and  Asians, 
groups  now  nearing  full  labor-force  parity  levels. 

II.  MANAGEMENT  DEVELOPMENT  UNIT 

A  total  of  1,050  executive,  middle  and  first-line  managers  were  trained 
through  the  City-wide  management  development  program  with  the  assistance  of 
facilities  at  TransAmerica  Corporation.  An  essential  component  of  the 
successful  performance  appraisal  system,  that  of  a  system-wide  audit,  was 
conducted  to  determine  the  accuracy  and  timeliness  of  appraisals  as  well  as 
the  validity  and  reliability  of  the  reports.  Thirty-four  City  departments 
were  audited  to  provide  essential  information. 

III.  EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 

The  Equal  Employment  Opportunity  (EEO)  Unit  has  been  successful  in 
several  areas  in  the  1984-85  fiscal  year.  Funding  provided  by  the  Letter  of 
Agreement  (LOA)  between  the  City  and  various  unions  ("Safety  Net"  funding) 
expired  this  fiscal  year;  such  funding  had  been  provided  for  against  the 
displacement  of  long-term  temporary  Civil  Service  employees  covered  by  the 
LOA.  Due  to  the  expiration  of  such  funding,  the  EEO  Unit  coordinated 
employment  assistance  for  348  covered  employees,  including  workshops, 
training  programs  and  placement  services. 
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The  EEO  Unit  is  currently  developing  and  implementing  a  city-wide  EEO 
training  program  for  supervisors  and  managers  to  improve  management  skills  in 
maintaining  a  discrimination-free  work  environment.  As  part  of  the  program, 
a  survey  of  city  managers  was  taken;  the  survey  revealed  that  nearly  807.  of 
managers  felt  a  need  for  such  training.  An  outstanding  training  video 
dealing  with  sexual  harassment  was  produced  and  has  received  tremendous 
response  from  personnel  managers  in  all  City  departments.  As  a  result  of  a 
mandate  from  the  Office  of  Revenue  Sharing  (ORS),  the  EEO  Unit  has  developed 
a  City-wide  survey  of  all  employees  to  identify  the  numbers  of  handicapped 
workers;  such  information  will  be  utilized  as  part  of  a  ballot  measure  in  the 
November  1985  City  election  dealing  with  handicapped  employment. 

IV.  CLASSIFICATION  UNIT 

Survey  of  Senior  Management  Service  and  Manager/Administrative 
positions:  The  SMS/AMS  survey  entered  the  final  phase  in  fiscal  1984-85;  in 
order  to  update  survey  data  for  eventual  implementation.  Classification  Unit 
staff  and  City  managers  added  or  revised  position  information  for  the 
survey.  230  of  these  positions  were  selected  for  audit  by  the  consulting 
firm  of  Ralph  Andersen  &  Associates  who  updated  their  findings  and  presented 
staff  with  a  revised  draft  report.  Staff  anticipates  that  the  final  report 
will  be  finalized  and  implemented  in  the  next  fiscal  year. 

City-wide  survey  of  the  Secretary/Stenographer  Series:  Unit  staff, 
through  the  input  of  departmental  personnel  officers  and  representatives  and 
a  survey  of  relevant  public  jurisdictions,  determined  that  revisions  to  the 
secretary/stenographer  series  specifications  were  necessary.  Among  other 
revisions,  the  requirement  for  shorthand  skills  should  be  on  a  selective 
rather  than  a  mandatory  basis.  Such  revisions  would  increase  employees' 
promotive  opportunities. 

V.  MANAGEMENT  INFORMATION  SERVICES  UNIT 

The  Management  Information  Services  Unit  (MIS),  which  has  enabled  Civil 
Service  to  expedite  the  preparation  of  eligible  lists  and  the  certification 
of  eligibles,  thus  reducing  the  number  of  long-term  temporary  employments, 
has  achieved  another  goal  in  fiscal  year  1984-85:  each  operating  unit  of  the 
Commission  now  participates  in  maintaining  at  least  one  component  of  an 
integrated  data  base.  Computer  and  word  processing  capabilities  are  thus 
provided  for  all  units  of  the  Civil  Service  Commission  staff. 

We  of  the  Civil  Service  Commission  are  justly  proud  of  our 

accomplishments  in  advancing  the  goals  of  the  Merit  System  in  Fiscal  Year 

1984-85,  and  we  look  forward  to  the  opportunity  for  further  achievements  in 
the  next  fiscal  year. 

Respectfully  submitted, 
CIVIL  SERVICE  COMMISSION 


Louis  Hop  Lee 
President 
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THE  CIVIL  SERVICE  COHHISSION 


MEMBERSHIP 


The  Civil  Service  Commission  is  composed  of  five  members  (at  least  one 
of  whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of 
office.  Those  currently  serving  on  the  Civil  Service  Commission  are 
Louis  Hop  Lee,  President,  Carlota  Texidor  del  Portillo,  Vice  President,  and 
Commissioner  Howard  S.  Gloyd,  A.  Lee  Munson  and  Genevieve  Powell. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.  The  Commission  classifies  and  reclassifies  all  places 
of  employment  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.  The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  in  the  City  and  County.  The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  fiscal  year  1984-85,  the  Civil  Service  Commission  met  27  times. 

The  Commission  conducted  23  regular  and  4  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.  The  Commission  considered  123  classification  and  pay 
items  which  resulted  in  the  classification  of  1,461  new  positions.  32  classes 
were  either  established,  consolidated  or  abolished.  44  Salary  Ordinance 
amendments  were  submitted  as  a  result  of  Commission  action.  Among  the  pay 
matters  considered  by  the  Commission  were  the  surveys  of  Police,  Fire, 
Registered  Nurse,  and  Municipal  Railway  rates  of  pay.  54  items  of  in-service 
activities  were  reviewed.  In  addition,  the  Commission  considered  67 
examination  matters.  The  Commission  also  ruled  on  5  requests  for 
reconsideration  of  its  action. 

The  Commission  reviewed  the  following  261  separations  from  service:  78 
resignations;  13  terminations  of  limited  tenure  appointments;  63  terminations 
of  entrance  probationary  appointments;  11  terminations  of  promotive 
appointments;  11  terminations  of  temporary  Civil  Service  appointments;  and  52 
dismissals  of  permanent  employees. 

During  this  fiscal  year,  the  Commission  considered  4  appeals  of 
automatic  resignations  and  29  automatic  resignations  were  administratively 
processed. 


CLASSIFICATION 


Position  classification  is  a  basic  tool  of  personnel  management  that 
provides  a  systematic  means  of  identifying  and  describing  different  kinds  of 
work  in  terms  of  primary  tasks,  duties  and  responsibilities,  and  the 
knowledge,  skills  and  abilities  required  for  their  performance.  After 
positions  in  the  public  service  are  grouped  into  classes  on  the  basis  of 
similarity  in  these  respects,  specifications  delineating  the  basic 
characteristics  of  a  class  are  prepared.  In  most  instances,  classes  are 
grouped  into  series  providing  career  opportunities  in  City  employment.  This 
process  assures  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay,  training  and  promotion.  Position  classification  Is  the 
fundamental  element  in  Implementing  the  merit  principles  of  equal  pay  for 
equal  work. 

WORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and 
conducting  the  majority  of  the  classification  studies  of  1564  classes 
consisting  of  approximately  25,848  permanent  and  approximately  1,880  temporary 
positions.  This  work  involves  classification  of  new  positions, 
reclassification  of  existing  positions,  recommendations  on  the  staffing  of 
organization  units,  classification  problem  resolution  by  research  and  survey, 
position  audits,  preparation  of  reports,  letters,  memoranda  and  Salary 
Ordinance  Amendment  legislation. 

UNIT  1984-85  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished 

B.  Positions  classified/reallocated 

C.  Classification  reports  calendared 

D.  Salary  Ordinance  Amendments  prepared 

E.  Tenure  of  requisition  requests  acted  upon 

*NOTES: 

1.  This  figure  includes  21  new  classes  established, 

4  classes  consolidated  and  7  classes  abolished. 

2.  This  figure  includes  1,461  new  positions  and  106 

positions  reclassified. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

32  personal  services  contract  reports  (737  contracts),  1  special 
report,  19  specification  amendments,  106  positions  reclassified, 
1,461  new  positions  classified,  7  classes  abolished,  21  new  clas- 
ses established,  and  18  Staff  Aide/Assistant,  Special  Project  po- 
sitions approved. 


-  2  - 


32 

(D* 

1567 

(2)* 

86 

(3)* 

44 

3360 

MAJOR  CLASSIFICATION  STUDIES 

The  Classification  Plan  consists  of  all  classes  established,  and  it  is 
amended  to  reflect  changes  in  departmental  organization  or  in  duties  assigned 
to  positions.  During  the  past  year,  the  Classification  Section  conducted  the 
following  major  studies  in  its  effort  to  insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 


SENIOR  MANAGEMENT  SERVICE  AND  ADMINISTRATIVE  MANAGEMENT  SERVICE  SURVEY 

The  consulting  firm  of  Ralph  Andersen  &  Associates  has  been  retained  to 
survey  managerial  and  administrative  positions  City-wide.  It  is  anticipated 
that  the  resulting  classification  plan  will  consolidate  managerial  and 
administrative  classes;  streamline  compensation,  recruitment  and  selection 
techniques;  develop  career  ladders  and  thereby  provide  enhanced  promotional 
opportunities  for  minorities  and  women. 

The  first  phase  of  this  survey  resulted  in  a  draft  report  being 
presented  to  staff  for  review.  The  report  defines  the  concept  of  the  SMS  and 
AMS  classification  plans  and  provides  class  specification  formats,  benchmark 
classifications  and  guidelines  for  internal  salary  relationships  within  the 
proposed  structure.  It  contains  specific  recommendations  on  the  800  positions 
under  survey. 

The  SMS/AMS  survey  entered  the  final  phase  during  the  past  year.  In 
order  to  update  the  survey  data  and  implement  the  plan.  Civil  Service 
Commission  staff  and  departmental  managers  reviewed  all  positions  originally 
surveyed  and  added  to  the  survey  new  positions  or  positions  which  had 
significantly  changed.  Approximately  300  additional  questionnaires  were 
obtained  and  forwarded  to  the  consultants  for  review.  Of  these,  approximately 
230  positions  were  selected  for  audit  by  Ralph  Andersen  &  Associates  staff. 

Based  on  the  audits  and  related  survey  data,  the  consultants  updated 
their  findings  and  presented  a  revised  draft  report  to  staff  for  review.  It 
is  anticipated  that  the  final  report  will  be  presented  to  the  Civil  Service 
Commission  and  the  plan  will  be  implemented  in  the  next  fiscal  year. 

CITY-HIDE  SURVEY  OF  THE  SECRETARY/STENOGRAPHER  SERIES 

Over  the  past  few  years,  many  departmental  personnel  officers  have 
requested  the  establishment  of  a  more  strongly  defined  secretarial  series 
emphasizing  organizational  and  administrative  skills  and  de-emphasizing  the 
traditional  stenography  requirement.  These  personnel  officers  state  that  a 
large  percentage  of  managers  within  their  departments  utilize  transcription 
equipment  or  longhand  drafts  rather  than  face-to-face  dictation  with  a 
secretary.  The  strict  shorthand  requirement  of  all  current  secretarial 
classes  is  impeding  departments  in  their  attempts  to  recruit  and  select 
otherwise  competent  secretaries. 


The  staff  discussed  this  matter  at  length  with  representatives  of  all 
major  City  and  County  departments.  These  representatives  unanimously  agreed 
that  the  stenography  skill  is  no  longer  a  requirement  for  many  of  the 
secretarial  positions  within  their  departments  and  that  increasing  numbers  of 
executives  are  using  a  variety  of  electronic  and  other  types  of  transcription 
equipment. 

The  staff  also  conducted  a  survey  of  major  California  and  Bay  Area 
jurisdictions  which  revealed  that  all  agencies  surveyed  had  established  a 
separate  secretarial  series  to  displace  or  be  used  in  conjunction  with  a 
traditional  clerk  stenographer  series. 

As  a  result  of  a  comprehensive  review,  staff  determined  that  revisions 
to  the  existing  secretary/stenographer  series  are  necessary.  Accordingly, 
staff  is  recommending  the  retitling  and  amendment  of  the  specifications  in  the 
secretary/stenographer  series  to  more  clearly  define  reporting  lines  and  to 
stress  organizational  and  administrative  skills.  Additionally,  staff  is 
recommending  that  the  requirement  for  shorthand  be  on  a  selective 
certification  basis  only,  rather  than  being  a  standard  requirement  for  all 
secretarial  positions. 

A  classification  report  incorporating  these  recommendations  is  to  be 
presented  to  the  Civil  Service  Commission  in  the  near  future.  It  is  intended 
that  these  revisions  will  serve  to  increase  promotive  opportunities  for 
employees. 

PROJECT  MANAGER  CLASSIFICATION  STUDY 

In  order  to  meet  the  growing  needs  of  the  Public  Utilities  Commission 

Engineering  Bureau,  the  Department  of  Public  Works,  and  the  Airport  for  a 

classification  to  manage  large  construction  engineering  projects,  a  major 

study  of  project  manager  classifications  was  conducted.  As  part  of  this  study 

a  survey  of  other  jurisdictions  was  conducted  and  staff  worked  extensively 

with  departmental  and  union  representatives  to  develop  a  project  manager 
concept  which  would  meet  the  City's  need. 

A  proposal  to  create  a  classification  series  based  on  the  project 
manager  concept  was  presented  and  adopted  by  the  Civil  Service  Commission  in 
early  1985.  This  proposal  recommended  creation  of  a  classification  series 
which  will  integrate  the  various  skills  necessary  to  coordinate  complex 
construction  engineering  projects  including  contract  administration, 
construction  inspection  and  scheduling,  financial  management,  and  negotiation 
and  problem-solving. 

Staff  has  since  worked  closely  with  departmental  and  union 
representatives  to  establish  salary  levels,  distinguish  project  manager 
assignment  levels,  and  create  a  combined  classification  specification  for  this 
new  series.  A  final  report  will  be  presented  to  the  Commission  in  fiscal  year 
1985-86. 
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REGISTRAR  OF  VOTERS/RECORDER  DEPARTMENT 

Due  to  the  passage  of  a  Charter  amendment,  the  Registrar  of  Voters  and 
Recorder  functions  were  separated  into  two  distinct  departments,  each  under 
the  jurisdiction  of  the  Chief  Administrative  Officer.  As  a  result,  Civil 
Service  Commission  staff  conducted  a  survey  of  most  positions  in  the 
Recorder's  Office.  Two  new  classes.  Recorder  and  Chief  Deputy  Recorder,  were 
established  to  manage  the  newly-created  department,  in  addition,  a  new  class 
of  Document  Examining  Supervisor  was  created  to  direct  the  review  of  Transfer 
Tax  documents.  Positions  performing  document  examination  duties  were 
classified  as  Senior  Legal  Process  Clerks  and  the  specification  amended  to 
reflect  duties  performed  in  the  unit.  As  part  of  the  survey  of  positions  at 
all  levels  of  the  department,  two  other  clerical  positions  were  reclassified 
to  ensure  appropriate  classification  of  positions  in  all  units. 

Subsequent  to  establishment  of  Recorder's  Office  managerial  classes,  the 
class  specifications  for  the  Registrar  of  Voters-Recorder  and  Chief  Deputy 
Registrar  of  Voters-Recorder  were  amended  and  retitled  to  delete  references  to 
the  Recorder  function  and  to  reflect  the  current  responsibilities  of  these 
managerial  positions. 


CITY  PLANNING  DEPARTMENT 

The  staff  reviewed  a  proposal  by  the  department  to  classify  staff 
positions  for  the  Mission  Bay  Project.  In  order  to  conduct  this  large  and 
comprehensive  planning  study,  the  department  identified  a  need  for  a  Project 
Director  and  three  planning  specialists  to  assist  the  Director  with  this 
project. 

It  is  anticipated  that  the  planning  process  for  the  Project  will  require 
at  least  18  months  and  will  involve  a  study  of  over  200  acres  of 
under-utilized  land  on  which  potentially  more  than  7,500  dwelling  units,  4 
million  square  feet  of  research  and  development  space,  200,000  square  feet  of 
retail  and  40  acres  of  open  space  could  be  located. 

Class  5263  Planner  V  was  recommended  and  approved  to  function  as  the 
Project  Director.  Various  other  classes  were  recommended  for  the  Planning 
Special ist  positions. 


FIRE  DEPARTMENT 

In  response  to  legislative  findings  that  hazardous  substances  and  water 
situated  within  the  City  and  County  may  pose  acute  and  chronic  health 
hazards,  the  Board  of  Supervisors  enacted  the  Hazardous  Materials  Permit  and 
Disclosure  Ordinance  which  requires  the  Fire  Department  to  assume  primary 
responsibility  for  its  administration  and  enforcement.  In  order  to  manage  the 
Hazardous  Materials  Program  and  to  provide  critical  technical  support  in  the 
areas  of  hazardous  materials  identification  and  containment,  the  collection  of 
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fees  for  Hazardous  Materials  permits,  dissemination  of  public  information 
concerning  the  safe  handling  and  storage  of  hazardous  materials  and  technical 
training,  the  Civil  Service  Commission  established  two  new  classes  of 
Hazardous  Materials  and  Industrial  Hygienist.  Three  additional  positions 
were  classified  at  the  same  time,  two  Fire  Safety  Inspector  II  positions  to 
perform  inspections  and  a  Senior  Clerk  Stenographer  to  provide  clerical 
support  to  the  Unit. 


DEPARTMENT  OF  PUBLIC  HEALTH 

As  a  result  of  a  charter  amendment  passed  by  the  voters  in 
November,  1984,  a  new  Health  Commission,  consisting  of  seven  Commissioners 
appointed  by  the  Mayor,  was  created  to  manage  the  Health  Department.  The 
amendment  also  provided  for  a  Commission  Secretary  who  would  be  appointed  by 
the  Health  Commission  and  would  be  exempt  from  the  Civil  Service  provisions  of 
the  Charter. 

In  compliance  with  the  Charter  provisions,  the  Civil  Service  Commission 
established  a  new  class  of  Secretary,  Health  Commission,  to  be  responsible  for 
providing  administrative  assistance  to  the  Health  Commissioners,  planning  and 
directing  preparation  of  the  Health  Commission  calendar,  recording  official 
Commission  actions  and  providing  information  to  the  public,  government 
officials  and  the  press  concerning  Commission  activities.  A  second 
secretarial  staff  position  was  also  approved  to  provide  clerical  assistance  to 
the  Commi  ssion. 


PROJECTED  CLASSIFICATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.  Departmental  requests  are  always  reviewed  in  terms 
of  the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in  existing 
classifications.  On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.  At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1985-86  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  932  new  and  substitute  positions  which  must  be  reviewed  by  the 
Classification  Division.  Many  of  these  positions  will  involve  in-depth 
analysis  by  staff.  The  creation  of  new  classes  and  amendments  to  existing 
class  specifications  may  be  required  to  meet  changing  needs  within  City 
departments. 
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Signifkant  projects  to  be  reviewed  by  the  staff  in  the  coming  fiscal 
year  (1985-86)  include:  classification  of  positions  in  the  Eligibility  Worker 
series  to  provide  for  implementation  of  a  flexible  staffing  program,  final 
recommendations  on  the  reorganization  of  Community  Mental  Health  Services 
reflecting  recent  modifications  of  the  original  reorganization  proposal, 
classification  of  positions  for  the  City's  new  Risk  Management  Program  and  a 
City-wide  survey  of  management  information  services  positions. 

Work  on  the  Senior  Management  Service  survey  will  again  continue  to  be  a 
high  priority  for  the  Classification  Division  staff.  It  is  projected  that  the 
final  survey  report  will  be  presented  to  the  Civil  Service  Commission  in  the 
near  future  and  that  implementation  of  the  plan  will  begin  in  the  1985-86 
fiscal  year. 
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LABOR  RELATIONS 


The  Labor  Relations  Section  performs  functions  required  by  the  Employee 
Relations  Ordinance  of  the  City  and  County  of  San  Francisco.  These  functions 
include  certifying  the  appropriate  employee  organization  to  represent 
employees  for  bargaining  purposes,  investigating  charges  of  Unfair  Labor 
Practices  and  processing  all  matters  which  require  a  hearing  before  an 
Administrative  Law  Judge.  The  Commission  assumed  these  impartial  or  neutral 
labor  relations  responsibilities  in  August  1976. 

CERTIFICATION  FOR  EMPLOYEE  ORGANIZATIONS 

In  accordance  with  the  Employee  Relations  Ordinance,  the  Labor  Relations 
Section  certifies  an  employee  organization  as  the  recognized  or  official 
representative  for  employees  through  either  the  election  process  or  by 
verifying  historical  representation  for  the  organization.  Such  recognition  or 
certification  entitles  the  employee  organization  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Organization. 

An  employee  organization  wishing  to  represent  a  group  of  City  employees 
initiates  the  election  process  by  petitioning  the  Labor  Relations  Section  to 
hold  an  election  to  determine  the  official  representative  for  the  employee 
bargaining  unit.  After  receipt  of  a  valid  petition,  staff  chairs  a 
pre-election  conference  of  all  concerned  parties  to  determine  the  date,  time, 
place  of  election  and  voter  eligibility.  Subsequently,  a  representative  from 
the  Employee  Relations  Division  and  a  representative  from  the  petitioning 
employee  organization  sign  a  formal  election  agreement  which  is  witnessed  by 
Commission  staff.  At  the  voting  sites,  the  State  Mediation  and  Conciliation 
Service  acts  as  the  election  agent  by  distributing  ballots  and  tabulating  the 
results  after  the  polls  close.  A  majority  of  those  voting  determines  the 
results.  After  resolving  any  protest  over  the  conduct  of  the  election,  the 
Labor  Relations  Section  formally  certifies  the  elected  employee  organization 
to  represent  the  group  of  employees  in  their  labor  relations  with  the  City  and 
County.  Commission  staff  also  conducts  decertification  or  recall  elections. 
This  occurs  when  a  group  of  employees  or  an  employee  organization  petitions 
for  an  election  to  be  held  to  decertify  or  recall  the  current  elected 
representative. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented  employees 
in  the  bargaining  unit.  After  researching  the  matter,  the  Labor  Relations 
Unit  certifies  the  organization  as  the  official  representative  or,  if  the 
matter  is  under  dispute,  orders  that  an  employee  election  be  held  to  determine 
the  matter.  During  the  past  fiscal  year,  twenty  certifications  or 
decertifications  have  been  completed  by  Commission  staff. 


UNFAIR  LABOR  PRACTICE  CHARGES 

The  Labor  Relations  Section  is  also  responsible  for  processing  Unfair 
Labor  Practice  Charges.  Staff  initially  investigates  the  charges  by  reviewing 
reports,  records  and  other  documents  and  conducting  interviews.  When 
necessary,  further  information  or  specification  is  requested  from  either  the 
charging  or  charged  party.  After  thoroughly  reviewing  the  charge,  staff 
attempts  to  mediate  or  assist  the  parties  in  reconciling  the  dispute.  If 
mediation  proves  unsuccessful,  the  Labor  Relations  Section  submits  a  written 
report  of  the  findings  to  the  General  Manager,  Personnel,  recommending  either 
dismissal  of  the  charge,  in  whole  or  part,  or  referral  to  an  Administrative 
Law  Judge.  If  a  hearing  is  required,  staff  conducts  a  meeting  with  the 
parties  prior  to  the  hearing  in  order  to  clarify  the  issues.  In  fiscal  year 
1984-85,  seven  Unfair  Labor  Practice  Charges  were  investigated;  all  charges  on 
unfair  labor  practice  charges  were  resolved  by  staff. 

ADMINISTRATIVE  LAW  JUDGE  HEARINGS 

Under  this  Ordinance,  the  Labor  Relations  Section  is  responsible  for 
processing  other  matters  which  require  resolution  by  an  Administrative  Law 
Judge.  Such  matters  include  disputes  initiated  by  an  employee  or  the 
employee's  supervisor  over  the  employee's  unit  designation  and  disputes  over 
the  interpretation  or  application  of  provisions  of  Memoranda  of 
Understanding.  Additionally,  Administrative  Law  Judge  Hearings  are  required 
to  examine  complaints  regarding  abridgement  of  management  or  employee  rights 
which  are  set  forth  in  the  Ordinance.  Staff  reviews  these  disputes,  attempts 
to  reconcile  the  parties  and,  if  unsuccessful,  refers  the  matter  to  an 
Administrative  Law  Judge  for  final  resolution.  Prior  to  the  hearing,  staff 
chairs  a  meeting  of  the  parties  to  clarify  the  issues  and  to  make  any  other 
necessary  arrangements.  In  the  past  fiscal  year,  staff  reviewed  and  helped 
to  mediate  twenty-five  disputes  over  confidential  and  management  designations. 
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SALARy  STANOMOIZATION 


The  primary  function  of  the  Salary  Standardization  Section  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees  according  to  the  provisions 
of  the  Charter,  as  well  as  implementing  and  recommending  revisions  to  the 
administrative  provisions  of  the  Salary  Standardization  Ordinance.  Other 
duties  include  conducting  fringe  benefit  and  specialized  surveys  at  the 
request  of  the  Civil  Service  Commission  or  Board  of  Supervisors,  completing 
survey  questionnaires  for  other  jurisdictions  and  implementing  the  salary  plan 
by  coordinating  salary  matters  with  all  City  departments. 

Salary  Standardization  is,  by  Charter,  divided  into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401  and  8.407 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for 
each  of  the  groups  are  as  follows: 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.  Salary  data  first  must  be  collected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.  If  there  is  insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  utilizing 
such  classes  where  the  agency  employs  more  than  3,000  persons.  The  Charter 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  in  these  counties;  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  in  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo  and  Santa  Clara.  The  data  collected  is  limited  to 
rates  of  pay  and  salaries  actually  being  paid  by  private  employers  for  like 
work  and  1  ike  service. 
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Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as 
the  rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  in  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his/her  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
inspection  beginning  August  1984.  Employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or  data 
that  would  justify  such  adjustments.  The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.  Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civil,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules,  together  with  the  existing  schedules  of 
compensation,  were  posted  and  publicized  on  January  14,  1985,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.  The  proposed  schedules  of  compensation  also  apply  to  all 
non-certified  employees  in  both  the  San  Francisco  Unified  School  District  and 
the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was  obtained 
from  over  50  individual  public  jurisdictions  in  California,  the  Federal 
Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee. 
It  should  be  noted  that  the  number  of  employees  for  the  State  of  California 
and  Federal  agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors   for   their   consideration.    The   Board   then   adopted   these 
recommendations.   The  new  salary  schedules  represented  increases  ranging  from 
no  increase  up  to  12. 5X.   The  average  percentage  increase  granted  to  all 
employees  was  approximately  6.5%. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classification  the  highest  prevailing  salary 
schedule  in  effect  on  April  15  granted  by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees  in  public  and  private  employment  in  the 
six  Bay  Area  counties.  The  Charter  then  requires  the  Board  of  Supervisors  to 
set  a  rate  of  pay  for  such  nurses  not  in  excess  of  the  schedule  certified  by 
the  Civil  Service  Commission. 
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Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that 
the  highest  prevailing  maximum  rate  was  $18.24  per  hour  (approximately  $3161 
per  month).  The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $17.02 
per  hour  (approximately  $2950  per  month).  This  represented  an  increase  in  the 
basic  wage  for  registered  nurse  of  5°/o. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems 
in  the  United  States  operating  primarily  within  cities  having  a  population  of 
not  less  than  500,00  and  normally  employing  not  less  than  400  transit 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.  The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average  of 
the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commission. 

For  Fiscal  Year  1984-85,  the  attached  survey,  which  was  certified  by  the 
Civil  Service  Commission,  showed  that  the  Massachusetts  Bay  Transportation 
Authority  and  Santa  Clara  County  Transit  paid  the  highest  rates  for  platform 
personnel  as  of  July  1 . 

The  average  of  the  two  was  $12.94  per  hour.  The  Board  of  Supervisors 
adopted  a  rate  of  $12.82  effective  July  1,  1984,  which  represented  an  increase 
of  6.8X. 

POLICE  AND  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  in  the  State  of 
California.  The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable 
to  Fire  Fighters,  based  on  the  principal  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.  For  the  year  1984-85,  the 
rate  paid  Police  Officers  and  Fire  Fighters  was  $2381-2754  per  nfionth.  This 
represented  an  increase  of  9.07.  in  the  basic  wage. 
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In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil 
Service  Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  increase  or  decrease  in  the  cost  of  living  during  the  twelve-month 
period  ending  March  31st  for  San  Francisco  and  for  the  cities  included  in  the 
certified  report.  The  attached  calculation  reflects  the  cost  of  living 
Increase  in  San  Francisco  as  compared  with  the  average  cost  of  living 
increase  in  the  four  cities  surveyed.  The  average  increase  in  the  cost  of 
living  in  San  Francisco  was  5.3X  and  the  average  increase  in  the  cost  of 
living  for  the  c'ties  surveys  was  3.1%. 

The  Board  of  Supervisors  may  increase  the  rate  certified  by  an  amount 
equal  to  the  difference  between  the  average  cost  of  living  increase  of  the 
cities  included  in  the  survey  and  the  cost  of  living  increase  in 
San  Francisco.  For  1984-85,  the  Board  of  Supervisors  incorporated  the  2.2% 
difference  into  the  wage  rates  listed  above. 
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JULY  1984 


CITY 

OPERATORS 

Boston,  MA 

1854 

San  Jose.  CA 

980 

Washington,  D 

.C. 

3821 

Los  Angeles,  ( 

:a 

5525 

San  Diego.  CA 

512 

Denver,  CO 

900 

Houston,  TX 

1188 

Brooklyn,  NY 

8983 

New  York,  NY 

8977 

Seattle,  WA 

1984 

Cleveland,  OH 

1155 

Milwaukee,  m 

1000 

Columbus,  OH 

451 

Chicago,  IL 

5896 

Baltimore,  MD 

1290 

Phi ladelphia. 

PA 

2215 

Detroit,  MI 

1067 

Dallas,  TX 

712 

New  Orleans,  LA 

722 

TRANSIT  COMPANY 


MAX.  HOURS 
RATE 


San  Antonio,  TX 


580 


Massachusetts  Bay  Transportation  Authority     $13.05 

Santa  Clara  County  Transit  District  12.83 

Washington  Metropolitan  Area  Transit  Authority   12.825 

Southern  California  Rapid  Transit  District      12.22 

San  Diego  Transit  Corporation 

Regional  Transportation  District 

Metropolitan  Transit  Authority 

New  York  City  Transit  Authority 

Manhattan  &  Bronx  Surf,  Transit 
Operating  Authori  ty 

Seattle  METRO 

Greater  Cleveland  Regional  Transit  Authority 

Milwaukee  County  Transit  System 

Central  Ohio  Transit  Authority 

Chicago  Transit  Authority 

Maryland  Mass  Transit  Administrator 

Southeastern  Pennsylvania  Transportation 
Authori  ty 

Detroit  -  Department  of  Transportation 

Dal  las  Transit  System 

New  Orleans  Regional  Transit  Authority 

VIA  Metropolitan  Transit 


.845 

.66 

.66 

.65 

.65 

.46 

.30 

.15 

.13 

10 

.82 

10 

.155 

10. 

.12 

10. 

,05 

9. 

77 

9. 

27 

8. 

631 
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POLICE  AND  FIRE  SURVEY 
JULY  1984 


CITY 

CLASS  TITLE 

POS. 

LONG  BEACH 

POLICE  OFFICER 

490 

LOS  ANGELES 

POLICE  OFFICER 

II 

2369 

LOS  ANGELES 

POLICE  OFFICER 

III 

1687 

SAN  DIEGO 

POLICE  OFFICER 

II 

832 

SAN  JOSE 

POLICE  OFFICER 

694 

MONTHLY  SALARY  STEPS 


2015  2128  2243  2366  2496 

2459  2596  2741  2894 

2596  2741  2894  3055 

1899  1988  2085  2191  2294 

2250  2363  2481  2605  2734 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  =  $2695 


LONG  BEACH 

FIREFIGHTER 

224 

LOS  ANGELES 

FIREFIGHTER  II 

1298 

SAN  DIEGO 

FIREFIGHTER 

353 

SAN  JOSE 

FIREFIGHTER 

228 

2015  2128  2243  2366  2496 

2448  2589  2735  2890 

1760  1844  1938  2035  2125 

2174  2283  2397  2517  2643 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  =  $2529 


SAN  FRANCISCO   POLICE  OFFICER 
SAN  FRANCISCO   FIREFIGHTER 


292 
106 


2181   2290   2405   2525 
2181   2290   2405   2525 
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TIMEROLL  AUDIT  UNIT 

Auditing  and  certification  of  timerolls  and  exception  reports  for  City 
and  County  agencies  are  required  of  the  Civil  Service  Commission  by 
Section  8.400  of  the  Charter.  The  Charter  mandates  Civil  Service  to  verify 
that  all  persons  on  payrolls  have  been  legally  appointed  to  and  employed  in 
positions  legally  established  under  the  Charter.  The  Controller  is  enjoined 
by  the  Charter  from  releasing  payment  when  the  Civil  Service  Commission 
disapproves  a  timeroll.  Civil  Service  Commission  Timeroll  Audit  Unit  has  the 
responsibility  of  carrying  out  this  Charter  requirement.  In  addition,  this 
section  must  approve  permanent  and  temporary  requisitions  and  maintain 
personnel  records  of  permanent  employees. 

There  are  approximately  33,000  permanent  and  temporary  employees  in  the 
City  and  County  service  generating  timerolls  which  must  be  audited  every  two 
weeks  to  insure  that  employees  are  promptly  and  properly  compensated.  In 
addition,  for  the  departments  that  have  not  converted  to  the  Controller's 
Payroll  Personnel  and  System  Division  (PPSD),  the  Timeroll  Audit  Unit  is 
responsible  for  the  processing  of  supplementary  timerolls  and  in-lieu  payment 
requests.  The  flow  of  timerolls  overlaps  biweekly  pay  periods  which  reduces 
the  time  for  vital  record-keeping. 

DATA  PROCESSING 

Computerized  auditing  of  timerolls  and  the  maintaining  of  sick  leave  and 
vacation  accounts  of  employees  is  forthcoming  and  the  staff  of  the  Timeroll 
Audit  Unit  is  making  a  concerted  effort  to  update  records  and  keep  them 
current  for  the  transition  from  manual  to  computerized  record-keeping. 
Currently,  the  Controller's  staff  has  created  a  Payroll  Division  (PPSD)  to 
develop  an  automated  payroll  personnel  system;  it  is  anticipated  that  within 
three  to  five  years  a  fully  integrated,  automated  system  will  be  available  for 
Civil  Service  record-keeping  purposes. 


TIMEROLL  AUDIT 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1984-85 

Employees  on  Timerolls  27.541 

Timerolls  Audited  9.500 

Requisitions  10.560 

Personnel  Transactions  Recorded  26,250 

(i.e.  appointments,  separations, 
reassignments,  in-lieu  payments, 
leaves,  suspensions) 
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EXAMINATIONS 


1984-85,  for  the  third  consecutive  year,  realized  significant 
accomplishment  for  the  Civil  Service  examination  program. 

First,  in  1984-85,  Civil  Service  examination  units  completed 
examinations  resulting  in  359  eligible  lists.  This  is  a  gain  of  more  than 
100%  over  1982-83  and  more  than  500%  over  1980-81.  In  fact,  this  level  of 
production  is  a  prerequisite  to  the  maintenance  of  a  timely  and  orderly  effort 
to  ensure  that  almost  all  municipal  jobs  are  filled  through  competitive 
examinations.  Second,  this  high-volume  program  continues  to  be  remarkably 
successful  in  achieving  the  Affirmative  Action  goals  contained  in  the  City's 
Affirmative  Action  Plan.  In  this  period,  approximately  50%  of  all 
appointments  involved  racial /ethnic  minority  candidates,  including  significant 
percentages  of  Hispanics  and  Asians,  groups  which  are  nearing  full  labor-force 
parity  levels.  Third,  and  in  response  to  a  professional  concern  for  the 
quality  of  candidates,  the  most  recent  survey  of  first-line  supervisors 
indicated  that  more  than  98%  of  new  personnel  who  are  judged  satisfactory  to 
excellent  either  possess  or  quickly  learn  critical  job  skills,  are 
satisfactory  or  excellent  communicators,  and  are  as  good  or  better  than 
previous  new  personnel. 

The  following  sections  provide  examples  and  highlights  of  the 
programmatic  emphasis  of  each  examination  unit: 

TEAM  #1 


While  the  range  of  examinations  completed  by  Team  #1  was  somewhat 
diversified  in  scope,  there  were  specific  areas  of  emphasis.  This  was 
particularly  true  in  the  case  of  the  examinations  completed  to  meet  the 
permanent  staffing  needs  of  the  Human  Rights  Commission.  These  four 
examinations  were  for  Classes  2991  Coordinator,  HRC;  2992  Contract  Compliance 
Officer  I;  2995  Affirmative  Action  Officer,  HRC;  and  2996  Representative, 
HRC.  The  availability  of  permanent  eligibles  was  important,  not  only  in  terms 
of  the  Human  Rights  Commission's  on-going  contract  compliance  and  community 
outreach  programs,  but  was  particularly  critical  for  the  Commission's 
implementation  of  the  recent  Ordinance  139-84  concerning  Minority  Business 
Enterprise  (MBE),  Women  Business  Enterprise  (WBE)  and  Local  Business 
Enterprise  (LBE)  contractors. 

Four  other  examinations  were  for  classes  that  are  Involved  in  a  variety 
of  City-wide  Engineering  and  Building  Construction  projects.  Included  are  the 
following:  Classes  5174  Administrative  Engineer;  5366  Engineering  Associate  I; 
6262  Plan  Checker;  and  6266  Senior  Plan  Checker. 

Fiscal  operations  and  budgetary  control  were  the  areas  of  emphasis  in 
three  of  our  examinations.   The  following  first  two  classes  provided  necessary 
supervisory  and  middle  management  support  as  well:  Class  1226  Chief  Payroll 
and  Personnel  Clerk;  Class  1652  Senior  Accountant;  and  Class  1638  Accounting 
Machine  Operator. 
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Two  of  the  eligible  lists  adopted  were  for  classes  that  provide 
information  and  service  directly  to  the  public.  Class  4202  Assessment  Clerk 
serves  this  function  relative  to  property  tax  matters  as  does  Class  3321 
Senior  Animal  Keeper,  which  requires  special  public  relations  abilities  in 
ensuring  the  public's  safety  as  well.  Related  examinations  in  terms  of 
information  and  service  were  Class  1836  Membership  Representative,  Health 
Service  System,  that  provides  service  to  City  employees  and  their  families, 
and  Class  1914  Film  Service  Technician,  which  provides  service  to  teachers  in 
our  two  City  districts. 

Three  examinations  were  related  to  Electronic  Data  Processing  services; 
namely.  Classes  1833  Tape  Librarian,  EDP;  1834  Sr.  Tape  Librarian,  EDP;  and 
1868  Teleprocessing  Technician. 

Two  other  eligible  lists  adopted  included  Class  5246  Radio  Engineer  and 
Class  7373  Senior  Stationary  Engineer,  Sewage  Treatment  Plant,  which  provides 
critical  supervision  in  the  plants'  operations. 

TEAM  n 

At  the  end  of  the  fiscal  year,  Team  #2  was  comprised  of  11  analysts  and 
one  Personnel  Technician.  In  Fiscal  Year  1984-85,  members  of  this  team  were 
responsible  for  the  administration  of  a  wide  variety  of  examinations, 
including  professional,  technical,  supervisory,  management,  clerical  and 
crafts  classifications  for  various  City  departments.  Of  these  examinations, 
three  were  large-volume  classes:  Park  Section  Supervisor  (250  candidates); 
Gardener  Assistant  Supervisor  (250+  candidates  ),  and  Crime  Prevention  Worker 
(200  candidates).  In  total.  Team  #2  administered  examinations  resulting  in  94 
eligible  lists  and  2,473  ellgibles  in  the  past  fiscal  year. 

Additionally,  this  year  the  team  assumed  responsibility  for  the 
supervision  of  the  clerical  support  staff  and  employment  information  service. 
In  the  last  quarter  of  the  fiscal  year.  Team  #2  also  assumed  the 
responsibility  for  the  clerical  examinations,  which  are  administered  on  a 
continuous  testing  basis  (weekly). 

Team  members  also  make  oral  presentations  before  community  and 
governmental  groups  to  provide  Information  regarding  Civil  Service  employment 
opportunities  and  procedures. 
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TEAM  tfZ 

During  the  fiscal  year,  Team  #3  conducted  examinations  and  posted 
eligible  lists  for  a  diverse  grouping  of  classifications.  Lists  adopted 
included  Public  Information  Officer.  Executive  Assistant  to  the  Board  of 
Education,  Accountant,  Fingerprint  Technician  I  and  II.  Senior  Sanitary 
Engineer,  Sanitary  Engineer,  Sanitary  Engineer  Associate,  City  Planning, 
Graphics  Supervisor  and  Photography  Director.  In  the  trades  series, 
examinations  were  completed  for  Maintenance  Machinist  Utility  Plumber  and 
Electrician  Supervisor  I  and  II.  In  addition  to  the  above,  work  was  in 
process  for  various  other  occupational  specialties. 

Until  March  1985,  the  team  was  responsible  for  the  typist,  stenographer 
and  legal  stenographer  series  of  examinations  which  are  conducted  on  a 
continuous  testing  basis.  The  typing  and  shorthand  tests  are  administered  by 
downtown  Community  College  instructors  at  the  college  location.  Approximately 
one-hundred  eligible  lists  per  year  are  produced  by  this  program. 

TEAM  ft   4 

Team  #4's  examination  program  this  year  was  notable  for  its  variety,  its 
productivity  and  its  innovation.  The  range  of  examinations  extended  from 
Bricklayer  to  Librarian  and  from  Bridgetender  to  Fire  Safety  Inspector.  Our 
production  of  27  examinations  exceeded  last  year's  production  and  was 
accomplished  with  fewer  staff  hours.  New  and  different  methods  were  used  to 
improve  and  expedite  the  selection  processes  for  Senior  Physician  Specialist 
and  for  Junior  and  Assistant  Electrical  Engineer. 

Our  program  included  two  specialized  examinations  for  the  Port:  namely. 
Port  Traffic  Analyst  and  Market  Research  Specialist,  as  well  as  large-volume 
general  examinations  for  Payroll  Clerk  and  Senior  Payroll  and  Personnel  Clerk. 

Team  #4  also  administered  the  Electrical  Engineering  series,  which 
produced  eligibles  for  several  departments,  including  PUC,  DPW,  Airport  and 
Port.  The  entrance  levels  of  this  series  were  the  object  of  two  innovative 
approaches.  First,  teams  consisting  of  personnel  analysts  and 
management-level  engineers  conducted  on-campus  recruitment  and  testing  at 
universities  in  the  Bay  Area  and  Sacramento  in  order  to  encourage  applications 
and  facilitate  examination  of  graduating  seniors.  Second,  a  flexible  staffing 
program  was  implemented  to  permit  Junior  Electrical  Engineers  to  promote  to 
Assistant  Electrical  Engineer,  upon  satisfactory  completion  of  a  year's 
service,  and  without  further  assembled  examination.  It  is  hoped  this  type  of 
program  will  enhance  the  recruitment  and  retention  of  well-qualified  technical 
personnel  for  the  City  and  County. 
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Another  Innovative  approach  was  used  1n  the  selection  process  for  Senior 
Physician  Specialist  for  the  Medical  Examiner's  (Coroner's)  office.  The 
examination  consisted  of  an  unassembled  screening  committee  comprised  of 
expert  pathologists  nationwide  who  rated  the  supplemental  applications  of 
candidates  against  guidelines  derived  from  the  job  analysis.  This  allowed  for 
recruitment  of  out-of-state  professionals  without  requiring  their  traveling  to 
appear  for  examination. 

The  remaining  examinations,  carried  out  in  a  more  conventional  manner, 
included  the  Architect  series;  the  Director  &  Assistant  Director  of  Building  & 
Grounds  for  the  School  District;  Senior  &  Chief  Water  Service  Inspector;  Legal 
Assistant;  Assistant  Purchaser;  Building  Code  Analyst,  and  Museum  Registrar. 

TEAM  #  5 

The  Contract  Examination  Unit  works  with  expert  professional  consultants 
who  undertake  job  analyses  and  prepare  examinations.  This  unit  processes 
examinations  in  sensitive  and  difficult  areas  which  require  considerable 
psychometric  expertise. 

Eligible  lists  adopted  during  the  year  include  the  Retirement  System 
General  Manager  (first  examination  ever  held  for  this  position),  the  Chief  and 
Assistant  Chief  Investment  Officer,  two  professional  and  three 
sub-professional  classes  in  the  Civil  Engineering  field,  Glazier  Supervisor, 
Police  Communications  Dispatcher,  and  Chief  Auditor. 

Work  in  progress  includes  four  promotional  examinations  in  the  Fire 
Department,  which  have  been  delayed  by  litigation,  seven  professional 
accountant/auditor  examinations,  six  Retirement  System  examinations,  Senior 
Civil  and  Principal  Engineer,  five  Administrative  Analyst/Management  Assistant 
examinations.  Senior  Deputy  Sheriff  (promotional),  and  a  bi-lingual  list  for 
Police  Communications  Dispatcher. 

ACCELERATED  TESTING 

The  Accelerated  Testing  Program  (ATP)  Unit  was  created  in  fiscal  year 
1983-84  specifically  to  meet  the  terms  of  a  Letter  of  Agreement  between  the 
City  and  employee  organizations.  During  the  fiscal  year  1984-85,  an  expanded 
ATP  unit  worked  on  another  large  group  of  examinations,  including  clerical, 
technical,  professional,  crafts,  supervisory,  management  and  administrative 
classifications  throughout  the  many  city  departments.  The  unit  successfully 
completed  120  examinations. 

Eligible  lists  were  adopted  for  a  broad  variety  of  classifications 
including  boiler,  plumbing,  electrical,  and  street  inspectors;  a  large  number 
of  EDP-related  classes  including  software  analysts  and  computer  operators; 
several  crafts  and  crafts  supervisor  classes;  electronics  related  classes; 
various  recreation  and  parks  classes  as  well  as  classes  utilized  by  the 
library,  court  system,  and  school  district. 
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PUBLIC  UTILITIES  COMMISSION 

The  Public  Utilities  Exam  Unit  conducted  ten  examinations  for  the  Water 
Department  ranging  from  Associate  Water  Purification  Engineer  to  City 
Distribution  Division  Manager  and  Assistant  Division  Manager,  Peninsula 
Operations.  For  the  first  time  in  several  years,  the  department  was  able  to 
fill  five  of  its  senior  management  positions  on  a  permanent  basis. 

Hetch  Hetchy  was  able  to  fill  its  newly-created  position  of  Deputy 
General  Manager  on  a  permanent  basis,  shortly  after  the  position  was 
classified.  Exams  were  also  held  for  several  of  Hetch  Hetchy's  craft 
supervisory  positions  such  as  Power  House  Superintendent  and  Transmission  Line 
Supervisor  I  and  II. 

Exams  were  held  for  many  craft  classes  in  the  electrical  division  at 
MUNI  Railway  including  Electrical  Transit  Mechanic  Assistant  Supervisor  and 
Supervisor  I,  Electronic  Maintenance  Technician  and  Assistant  Technician, 
Electric  Motor  Repairer  and  Electrical  Transit  Equipment  Supervisor:  MUNI  was 
also  able  to  fill  its  Deputy  General  Manager,  Engineering  and  Maintenance,  on 
a  permanent  basis  as  well  as  Track  Maintenance  Superintendent. 

Exams  were  also  held  for  several  positions  in  PUC  Bureaus  including 
Assistant  Claims  Agent  and  Fare  Collections  Receiver.   In  all,  thirty-five 
eligible  lists  were  adopted  that  were  P. U.C. -specif ic  classes. 
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HANAGEMENT  DEVELOPMENT 


PERFORMANCE  APPRAISAL 


The  Performance  Appraisal  system  currently  used  for  all  employees  except 
executives  and  senior  managers  requires  on-going  nstruction  for 
newly-appointed  managers  and  for  those  wishing  or  needing  a  review  of  the 
process.  Managers  are  trained  in  proper  procedures,  methods  of  writing  valid 
and  reliable  evaluations,  conducting  employee  performance  conferences  and  in 
employee  rights  relative  to  the  system.  Training  sessions  are  offered  monthly 
to  accommodate  -nanagers  from  all  departments.  During  the  past  year,  large 
departments  have  often  requested  that  Performance  Appraisal  training  be 
provided  at  the  department  site  to  accommodate  the  number  of  personnel. 

The  San  Francisco  Fire  Department  requested  in  October  1984  that  the 
Performance  Appraisal  system  be  implemented  for  uniformed  members  of  the 
Department.  To  prepare  for  implementation,  a  series  of  fifteen  training 
sessions  were  conducted  during  February,  March  and  April,  attended  by 
324  officers:  Assistant,  Division  and  Battalion  Chiefs,  Captains  and 
Lieutenants.  The  initial  appraisal  reports,  prepared  in  April,  were  all 
audited  and  a  critique  written  to  each  officer  as  a  means  of  continuing 
education  in  the  process.  The  critique  addressed  the  accuracy  of  the  reports 
and  reliability  of  documentation. 

The  Performance  Appraisal  Handbook  outlines  the  procedures  and 
guidelines  for  writing  and  reviewing  Performance  Appraisals.  Essential 
information  about  the  system  in  an  easy-to-use  format  makes  this  handbook  a 
valuable  guide  for  those  who  write  or  review  appraisals.  The  handbook  can  be 
obtained  by  contacting  the  Management  Development  Unit. 

PROGRAM  OUTPUTS  7/1/84  -  6/30/85 

Managers  trained  in  44  sessions         745 

AUDIT  OF  THE  PERFORMANCE  APPRAISAL  SYSTEM 

Because  of  the  urgent  need  to  conduct  an  audit  of  the  system,  a  staff 
member  from  another  unit  was  assigned  by  the  General  Manager  to  the  Management 
Development  Unit  for  one  year  to  proceed  with  the  audit.  Very  careful  audits 
were  conducted  to  determine  two  things:  The  accuracy  and  timeliness  of 
appraisals  being  generated,  completed  and  submitted;  and  the  validity  and 
reliability  of  the  reports.  The  first  required  a  review  of  the  Maintenance 
component;  the  second  required  a  review  of  an  appraisal  written  by  each 
supervisor  in  a  department  during  the  current  year.  A  critique  of  the  report 
was  prepared  and  sent  to  each  supervisor.  At  the  conclusion  of  the  audit,  a 
report  was  sent  to  the  Appointing  Officer  describing  the  status  of  the  system 
and  recommending  corrective  action,  if  necessary.  When  training  was 
recommended,  it  was  provided  as  quickly  as  possible. 

PROGRAM  OUTPUTS  7/1/84  -  6/30/85 

Departments  Audited  34 
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MANAGEMENT  TRAINING 

The  Management  Development  Unit  has  focused  its  energies  over  the  past 
four  years  on  developing  a  well-integrated  curriculum  of  substantive  programs 
for  the  three  levels  of  management:  executive,  middle  and  first-line 
managers.  Our  philosophy  and  practice  are  to  incorporate  in  our  programs  the 
same  concepts  for  all  management  personnel  with  modifications  and  applications 
appropriate  to  different  levels  so  that  each  department  has  the  potential  to 
develop  effective  management  teams  vertically  in  the  organization. 

With  the  addition  of  five  new  programs  during  this  year,  the  following 
curriculum  of  programs  is  now  available: 

Programs  for  Executives  and  Senior  Managers: 

Participants  are  nominated  by  the  Appointing  Officer 

1)  Managing  Motivation  for  High  Performance  (5-day  program) 

2)  Managing  Decision  Making  (5-day  program) 
**  3)  Managing  Effective  Meetings  (2-day  program) 
**    4)  Behavior  Events  Selection  Interview  (2-day  program) 

5)  Managing  Goals  and  Time  (1-day  program) 

Programs  for  Mid-Managers: 

Participants  are  nominated  by  the  Appointed  Officer 

**    1)  Managing  Motivation  for  Effective  Performance  (5-day  program) 

2)  Managing  Effective  Meetings  (2-day  program) 

3)  Behavioral  Events  Selection  Interview  (2-day  program) 

4)  Managing  Goals  and  Time  (1-day  program) 

Programs  for  First  Line  Managers: 

Interested  persons  register  through  their  departmental  liaison. 

Announcements  and  Registration  forms  are  sent  to  liaisons 
for  publication  six  weeks  before  each  quarter. 

1)  Improving  Managerial  Effectiveness  (3-day  program) 

2)  Situational  Leadership  (2-day  program) 

3)  Improving  Communications  Skills  (2-day  program) 

4)  Performance  Counseling  (1-day  program) 

5)  Planning  for  Results  (1-day  program) 
**    6)  Time  Management  (1-day  program) 

7)  Performance  Appraisal  (1-day  program) 

8)  Stress  Management  (1-day  program) 

**    Programs  designed,  developed  and  implemented  during  1984-85. 
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PROGRAM  OUTPUT  7/1/84  -  6/30/85 

Executive  Programs 

Participants  in  10  seminars  170 

Mid-management  Programs 

Participants  in  2  seminars  28 

First  Level  Management  Programs 
Participants  in  59  seminars  852 

The  public-private  partnership  between  the  City  and  County  of 
San  Francisco  and  Transamerica  Corporation  continues  to  be  one  of  the  most 
successful  in  the  nation  and  of  special  benefit  to  this  Unit.  James  Harvey, 
Chief  Executive  Officer  of  Transamerica  Corporation,  very  generously  continues 
to  provide  the  facilities  at  Transamerica  Headquarters  for  our  executive 
programs.  The  staff  of  his  Management  Development  Division  assists  us  in  the 
coordination  of  our  programs. 

In  Quarterly  registrations,  for  all  programs,  there  are  many  more 
managers  than  we  can  accommodate  because  training  space  is  limited  to  one 
room.  The  General  Manager  has  requested  consideration  in  assigning  us  the 
room  adjacent  to  the  current  Training  Center  from  the  Director  of  Property. 
This  would  allow  us  to  increase  the  number  of  workshops  and  would  be 
significantly  cost  effective. 

OTHER  PROJECTS/ACTIVITIES 

1.  Two  special  sessions  were  conducted  for  Health  Centers'  personnel, 
Department  of  Public  Health,  to  develop  skills  in  planning  linked  to  MBO 
(Management-By  Objective). 

2.  A  staff  member  facilitated  a  retreat  for  staff  and  commissioners  of  the 
Arts  Commission  to  assist  in  the  articulation  of  a  mission  statement  and 
its  implementation. 

3.  The  Management  Development  Unit  received  an  Appreciation  Award  presented 
at  an  Arts  Commission  meeting  by  the  President  of  the  Commission  in 
recognition  of  our  special  contributions  to  the  staff  through  management 
development  programs. 

4.  Our  participation  in  two  major  training  packages  for  MUNI  personnel  was 
concluded  by  the  presentation  of  six  3-hour  sessions  in  Performance 
Appraisal  for  MUNI  Maintenance  supervisors. 
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5.  This  Unit  sponsored  a  pilot  program.  Improving  Public  Contact,  developed 
in  collaboration  with  staff  of  the  Community  College  District  Downtown 
Center.  The  40-hour  program  was  designed  to  assist  employees  whose 
responsibilities  include  a  great  deal  of  public  contact  to  enable  them 
to  greet  people  and  provide  information  and/or  reference  professionally, 
accurately,  and  efficiently.  Three  cycles  of  the  program  were  provided, 
September  through  December,  and  were  conducted  by  CCD  instructors. 
Thirty-seven  employees  attended. 

6.  This  Unit  co-sponsored  a  three-day  conference.  Making  Contact,  held  at 
Fort  Mason,  October  30  -  November  1,  1984.  The  conference  focused  on 
the  ways  in  which  cultural  differences  shape  human  interactions  and  on 
specific  techniques  to  help  bridge  communication  gaps.  The  featured 
speaker  was  Virginia  Satir,  world  renowned  for  her  work  in  helping  to 
create  understanding  across  cultural  lines. 

7.  This  Unit  is  assisting  the  SFGH  Nursing  Administration,  Staff 
Development  and  Training  Unit,  by  providing  to  all  Supervising  and  Head 
Nurses  our  four  programs  of  basic  managerial  skills:  Improving 
Managerial  Effectiveness,  Improving  Communication  Skills,  Situational 
Leadership  and  Planning  for  Results.  This  effort  was  begun  in  April  and 
all  nursing  supervisors  will  have  completed  the  program  by 
mid-September. 

8.  Effective  May  1,  1985,  this  Unit  was  approved  by  the  California  State 
Board  of  Registered  Nursing  to  be  a  provider  of  continuing  education 
credits  to  registered  nurses  who  attend  our  Management  Development 
Programs.  The  approval  is  effective  through  April  1987. 

9.  At  the  request  of  the  Assistant  General  Manager,  Public  UtiHties 
Commission  Finance  Bureau,  a  special  program  in  Planning  and  Time 
Management  was  developed  and  presented  in  two  sessions  to  all  the  staff 
of  that  Bureau. 

10.  A  special  workshop  in  Stress  Management  was  conducted  for  the  staff  on 
the  Civil  Service  Commission  Certification  Unit. 

11.  With  the  acquisition  of  a  word  processor  and  the  prodigious  work  of  a 
secretary,  our  extensive  records  are  now  in  programs  which  allow  us  to 
communicate  registration  and  attendance  records  to  departments  very 
efficiently  every  Quarter.  We  also  are  able  to  produce  cumulative 
records:  participants  from  each  department,  the  workshops  and  dates 
they  have  attended. 
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EQUAL  EMPLOYMENT  OPPORTUNIIY 

During  the  past  fiscal  year,  the  Equal  Employment  Opportunity  (EEO)  Unit 
of  the  Civil  Service  Commission  has  realized  some  major  achievements.  The 
successful  close-out  of  the  funding  program  provided  by  the  Letter  of 
Agreement  between  the  City  and  various  signatory  unions  allowed  for  most 
long-term  temporary  employees  to  transition  into  permanent  positions  and 
others  to  receive  assistance  in  gaining  alternative  employment. 

"he  development  of  a  training  video  on  Sexual  Harassment  has  received  an 
overwhelming  positive  response  from  trainees  and  personnel  officers  ^n  all 
City  departments  and  will  be  utilized  as  a  major  component  in  Sexual 
Harassment  training  provided  by  this  unit.  M.B.O.  (Management  By  Objective) 
goals  have  been  met  and  in  some  cases  exceeded  the  original  objectives. 


TEMPORARY  EMPLOYEES 

Provisions  in  the  Letter  of  Agreement  (between  the  City  and  certain 
unions)  that  provided  for  funding  against  the  displacement  of  long-term 
temporary  Civil  Service  employees  ("Safety  Net"  funding)  expired  this  Fiscal 
Year.  The  EEO  Unit  coordinated  assistance  for  348  covered  employees  although 
fewer  than  100  employees  were  actually  displaced.  Support  programs  for 
displaced  employees  included  workshops  on  unemployment  insurance,  State 
employment  offices  and  training  programs,  and  placement  services  by  the 
Private  Industry  Council.  The  employees  also  received  special  guidance  on 
Civil  Service  examinations. 


AFFIRMATIVE  ACTION  PLANS 

During  the  fiscal  year,  the  EEO  Unit  assisted  the  City's  larger 
departments  to  update  their  departmental  affirmative  action  goals.  This  sets 
the  ground  work,  for  comprehensive  monitoring  next  year. 

The  City-wide  Affirmative  Action  Plan  was  also  updated  this  year, 
finally  incorporating  1980  census  data  on  the  S.F.  labor  force.  Highlighted 
In  the  plan  were  significant  accomplishments  including:  the  continuing 
increase  of  minorities  and  women  in  the  total  City  workforce;  increased 
Hispanic  representation  in  every  occupational  category  of  employment; 
increased  presence  of  minorities  and  women  on  Civil  Service  eligible  lists, 
and  the  reduced  number  of  long-term  temporary  employees. 

ORAL  AUTHORIZATIONS 

The  Civil  Service  EEO  Unit  continues  to  receive  and  review  requests  by 
departments  to  make  temporary  appointments  when  there  is  no  available  eligible 
list.  Each  request  is  monitored  for  an  approved  requisition,  available 
candidates  from  eligible  lists  or  examination  pools,  qualifications, 
employabi 1 i ty  restrictions  on  the  candidate,  and  most  Importantly,  for 
affirmative  action  compliance. 
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In   fiscal   year   1984-85,   3,837  Oral   Authorizations   for   temporary 
employment  were  approved.   59.9%  of  these  appointments  were  minority;  49.1% 


were  women, 


RECRUITMENT 

The  EEO  Unit  continued  aggressive  outreach  activities  in  order  to 
recruit  minorities  and  women  for  Civil  Service  examinations  where  they  were 
identified  as  under-utilized.  There  were  no  large  recruitment  drives  this 
year,  such  as  those  conducted  for  Police  Officer.  Fire  Fighter,  or  Transit 
Operator;  instead,  efforts  were  made  to  continue  high  minority  and  female 
representation  in  clerical  and  service-related  examinations.  Special  efforts 
were  made  to  attract  minorities  for  professional  positions  including  Personnel 
Analysts,  Management  Assistants,  Programmers,  and  Engineering  Assistants. 
Women  were  sought  for  "non-traditional"  positions  in  skilled  crafts  and  other 
blue-col lar  jobs. 

EEO  Unit  outreach  included  active  participation  in  professional 
networking  organizations  such  as  the  Asian  Pacific  Personnel  Association  and 
the  Hispanic  East  Bay  Area  Network.  Recruiters  attended  job  fairs  by  the  Bay 
Area  Urban  League  and  local  universities.  They  also  conducted  informational 
workshops  for  community  college  centers  and  minority /women  employment 
organizations. 

ANNOUNCEMENT  REVIEWS 

201  examination  announcements  prepared  by  the  various  examination 
sections  were  reviewed  by  the  Equal  Employment  Opportunity  Unit.  Recruitment 
plans  were  prepared  for  classes  requiring  minority  recruitment.  Requests  for 
examinations  to  be  limited  to  promotive  candidates  were  reviewed  by  EEO  Unit 
staff  for  affirmative  action  considerations. 


EQUAL  EMPLOYMENT  OPPORTUNITY  REPORTS 

The  Civil  Service  Equal  Employment  Opportunity  Unit  continues  to 
coordinate  workforce  composition  data  and  Equal  Employment  Opportunity 
reports  for  State  and  Federal  reporting,  affirmative  action  plans, 
recruitment  targeting  and  numerous  other  uses.  Reports  produced  included: 
Employees  by  Class,  Status,  Sex,  Race;  Employees  by  Department;  Employees  by 
Federal  Reporting  Functions  and  Occupational  Groups. 
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The  June  30,  1985,  year-end  report  for  City  and  County  employment 
counted  27,297  employees:  47. 2X  White,  21.67.  Black,  9. 47,  Hispanic, 
12. 5X  Asian,  9.07.  Filipino,  and  0.37.  American  Indian.  Males  account  for  63.27. 
of  the  workforce,  female  36.87,. 

DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  Unit  continued  to  administer  the  Civil 
Service  Commission's  internal  discrimination  complaint  resolution  process. 
During  Fiscal  Year  1984-85,  seventy-seven  (77)  complaints  were  filed  under 
Civil  Service  Rule  One,  Section  1.03.F.,  allowing  for  rectification  of  these 
issues  as  mandated  by  Charter.  Considerable  staff  time  and  resources  were 
spent  on  the  investigation,  conciliation  and/or  adjudication  of  these  charges. 

Concurrently,  the  Equal  Employment  Opportunity  Unit  received 
sixty-one  (61)  complaints  filed  with  the  U.S.  Equal  Employment  Opportunity 
Commission  and/or  the  California  Department  of  Fair  Employment  and  Housing. 
The  staff  provided  technical  assistance  to  City  departments  regarding  State 
and  Federal  E.E.O.  requirements  and  assisted  departmental  personnel  at  Fact 
Finding  conferences,  on-site  monitoring  reviews  and/or  negotiation  of 
settlement  agreements. 

EEO  TRAINING 

During  Fiscal  Year  1984-85,  the  EEO  staff  developed  specific  EEO 

training  goals,  prepared  a  training  budget  proposal,  identified  learning  and 

evaluation   methods,   and   completed   a   training  needs   assessment  of 
thirty-one  (31)  departments. 

The  EEO  Unit  is  now  in  the  process  of  developing  and  implementing  a 
city-wide  EEO  Training  Program  for  supervisors  and  managers.  The  program  will 
be  designed  to  improve  management  skills  in  maintaining  a  discrimination-free 
work  environment. 

One  significant  accomplishment  was  the  development  and  implementation  of 
a  survey  to  assess  the  EEO  training  needs  and  interests  of  management 
personnel.  Approximately  2,600  surveys  were  distributed.  All  targeted  city 
departments  responded,  and  nearly  807.  indicated  a  desire  to  attend  such 
training.  The  information  obtained  by  the  survey  is  being  used  to  prioritize 
training  topics  and  to  develop  practical  job-related  workshops. 

A  second  major  accomplishment  was  the  completion  of  a  training  video  in 
the  area  of  sexual  harassment.  This  video  will  be  used  extensively  as  a 
training  aid  to  the  City's  Sexual  Harassment  prevention  workshop.  The  video 
has  been  reviewed  by  top-level  management  of  most  departments  and  is  believed 
to  be  one  of  the  most  useful  of  its  kind  for  management  and  first-line 
supervisorial  training  in  this  area. 

During  Fiscal  Year  1985-86,  the  EEO  Unit  will  develop  curricula  and 
conduct  training  workshops  in  the  areas  of  sexual  harassment  prevention, 
progressive  discipline  and  EEO  laws/regulations. 
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HANDICAP  PROGRAMS/PROJECTS 

The  EEO  Unit  of  Civil  Service  has  been  pursuing  various  projects 
relating  to  issues  which  impact  upon  handicapped  individuals  since  the  fall  of 
1984.  A  catalyst  for  the  first  project  is  a  mandate  from  the  Office  of 
Revenue  Sharing  (ORS).  It  requires  all  jurisdictions  receiving  $25,000  or 
more  in  federal  tax  dollars  to  conduct  a  detailed  self-evaluation  of  the 
policies  and  procedures  which  orovide  equal  employment  opportunities  to 
handicapped  applicants.  Governme'^tal  buildings  and  office  facilities  are  also 
to  be  evaluated  for  accessibility  to  the  handicapped.  A  final  report  must 
document  the  outcome  of  this  evaluation  and  be  available  for  review  by  ORS  and 
the  general  public.  Toward  this  end,  the  EEO  Unit  developed  a  city-wide 
survey  of  all  Civil  Service  employees  in  an  effort  to  identify  the  numbers  of 
handicapped  employees.  The  projected  completion  date  is  late  fall  1985. 

The  first  step  in  organizing  the  survey  project  was  to  contact  other 
local  jurisdictions  in  the  state,  requesting  they  share  any  information  and 
experience  they  had  in  conducting  such  a  survey.  Of  the  fifteen  who  were 
contacted,  only  seven  responded.  It  was  apparent  that  the  majority  had  never 
attempted  such  a  massive  project.  The  most  helpful  information  came  from  the 
California  State  Department  of  Rehabilitation.  The  basic  format  for  our 
survey-questionnaire  was  adapted  from  a  survey  used  by  the  Department  of 
Rehabilitation,  which  provided  five  definitive  categories  of  handicap. 

By  the  end  of  Fiscal  Year  1984-85,  the  survey  instrument  had  been 
finalized  and  the  methodology  for  distribution  had  been  developed.  A  sample 
distribution  was  conducted  with  two  City  departments.  The  Department  of 
Social  Services  had  a  50%  return  rate,  with  1133  employees,  and  the  Civil 
Service  Unit  showed  a  61%  return  rate  with  139  employees. 

The  remaining  departments  were  surveyed,  and  the  responses  are  still 
being  tallied.  There  are  approximately  26,000  city  employees,  representing  at 
least  60  different  departments,  which  meant  this  survey  was  a  very  ambitious 
project.  The  results  will  have  far-reaching  implications  in  the  development 
of  future  policies  and  programs  for  otherwise  qualified  handicapped 
individuals. 

Additionally,  as  a  resuit  of  negotiations  with  handicapped  advocacy 
groups  and  employee  organizations,  there  will  be  a  ballot  measure  put  before 
the  voters  in  the  November  1985  city  election.  If  successful,  the  City 
charter  would  be  amended  to  allow  for  exempted  appointment  of  qualified 
handicapped  individuals  to  entry-level  Civil  Service  positions  without 
competing  in  an  examination. 
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Looking  ahead  to  Fiscal  1985-86,  the  EEO  Unit  will  be  providing  training 
workshops  for  managers  and  first-line  supervisors.  The  issue  of  reasonable 
accommodation  for  handicapped  workers  will  be  the  primary  focus  of  these 
workshops.  The  EEO  Unit  will  also  provide  technical  assistance  to  all  City 
departments  in  adapting  the  work-station  to  the  needs  of  handicapped  employees. 

BILINGUAL  PROGRAMS 

The  EEO  Unit  reviews  requests  from  departments  to  require  a  specified 
non-English  second-language  proficiency  as  a  condition  of  employment  for  a 
particular  position.  Such  a  bilingual  requirement  is  called  a  "bilingual 
waiver"  and  is  used  by  departments  to  ensure  the  provision  of  services  to 
San  Francisco's  non-English-proficient  population.  The  requesting  department 
must  submit  supporting  documentation  to  justify  the  designation  of  a  specific 
bilingual  proficiency  as  an  additional  minimum  requirement  of  that  particular 
position. 

Upon  approval,  any  applicant  selected  for  such  a  position  must 
successfully  complete  an  oral  proficiency  examination  coordinated  by  the  EEO 
Unit.  Certification  of  language  proficiency  determines  an  otherwise-qualified 
applicant's  eligibility  for  a  specific  bilingual  waiver  position. 

During  Fiscal  Year  1984-85,  approximately  eighty-two  requests  for 
bilingual  waivers  were  reviewed  by  the  EEO  Unit. 

The  EEO  Unit  also  coordinates  bilingual  testing  for  employees  occupying 
Designated  Bilingual  Positions  as  defined  in  Section  IV. D.  of  the  annual 
Salary  Standardization  Ordinance.  This  Section  provides  for  the  authorization 
by  appointing  officers  of  Interpreter-Translator  Pay  to  those  employees 
providing  bilingual  services.  In  order  to  ensure  that  persons  providing 
bilingual  services  do,  in  fact,  have  the  necessary  language  skills,  all 
employees  in  Designated  Bilingual  Positions  are  tested  to  verify  their 
second-language  proficiency.  Language  proficiency  exams  are  administered  on  a 
continuous  basis  to  any  employee  occupying  a  position  requiring  bilingual 
skills.  Successful  completion  certifies  the  employee's  eligibility  for 
Interpreter-Translator  Pay. 

During  Fiscal  Year  1984-85,  approximately  167  bilingual  proficiency 
exams  were  administered. 
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APPOINTMENTS  BY  STATUS.  RACE,  AND  SEX 
July  1 .  1984  -  June  30,  1985 


Certified  Certified  Limited  Non-Civil 

Race/Etchnici ty  Permanent  Temporary  Tenure  Service      Total 

White 

Male  1131  (26.2%)  49  (24.07.)  372  (25.87,)  847  (22.17,)  2399  (24.57.) 

Female  586  (13. 6X)  23  (11.3%)  235  (16.3%)  692  (18.0%)  1536  (15.7%) 

Black 

Male  445  (10.3%)  47  (23.0%)  127  (  8.8%)  371  (  9.7%)   990  (10.1%) 

Female  352  (  8.2%)  20  (  9.8%)  137  (  9.5%)  384  (10.0%)   893  (  9.1%) 

Hispanic 

Male  276  (  6.4%)  18  (  8.8%)  109  (  7.6%)  291  (  7.6%)   694  (  7.1%) 

Female  174  (  4.0%)  9  (  4.4%)  97  (  6.7%)  262  (  6.8%)   542  (  5.5%) 

Asian 

Male  424  (  9.8%)  15  (  7.4%)  117  (  8.1%)  254  (  6.6%)   810  (  8.3%) 

Female  324  (7.5%)  6  (  2.9%)  88  (  6.1%)  314  (  8.2%)   732  (  7.5%) 

F1 lipino 

Male  274  (6.4%)  11  (  5.4%)  73  (  5.1%)  181  (  4.7%)   539  (  5.5%) 

Female  319  (  7.4%)  6  (  2.9%)  80  (  5.5%)  225  (  5.9%)   630  (  6.4%) 

American  Indian 

Male  1  (  0.0%)  0  (  0.0%)  4  (  0.3%)  8  (  0.2%)    13  (  0.1%) 

Female  4  (  0.1%)  0  (  0.0%)  4  (  0.3%)  8  (  0.2%)    16  (  0.2%) 


Total 


Male    2551  (59.2%)  140  (68.6%)   802  (55.6%)  1952  (50.9%)  5445  (55.6%) 
Female   1759  (40.8%)   64  (31.4%)   641  (44.4%)  1885  (49.1%)  4349  (44.4%) 


Grand  Total  9794 
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SENIOR  HiAGEHENT  SERVICE 

The  Senior  Management  Service,  hereinafter  referred  to  as  SMS,  is  a 
management  development  program  established  to  promote  more  efficient 
management  performance  throughout  the  city.  The  identification,  advancement, 
and  recognition  of  competent  managers  is  the  primary  objective.  Although 
enrollment  in  SMS  has  been  delayed  due  to  the  revised  timetable  for  the 
completion  of  the  management  classification  survey  by  Ralph  Andersen  and 
Associates,  the  basic  concepts  of  the  SMS  program  have  not  been  revised.  The 
Senior  Management  Service  is  intended  to  link  management  pay  to  performance; 
promote  management  accountability;  link  career  advancement  to  job  performance 
and  promote  management  improvement  by  using  explicit  Management-By-Objectives 
(MBO)  standards  to  evaluate  managers'  performance.  The  identification, 
advancement  and  recognition  of  competent  managers  will  help  further  the 
City-wide  goals  of  more  effective  and  efficient  delivery  of  services. 

Implementation  of  SMS  cannot  begin  until  after  the  classification  plan 
is  reviewed  and  adopted.   Moreover  significant  progress  has  been  made  toward 
implementation.  Main  elements  of  the  program  will  include: 

1.  Voluntary  Enrollment:  Enrollment  in  SMS  shall  be  voluntary  during 
the  initial  enrollment  period.  Incumbents  in  SMS  designated  classes  shall  be 
given  a  minimum  of  120  days  from  a  date  specified  by  the  General  Manager, 
Personnel,  to  enroll  in  SMS.  Persons  appointed  to  SMS  designated  classes  and 
while  employed  in  such  designated  classes,  shall  participate  in  SMS. 
Appointment  to  an  SMS  designated  Civil  Service  position  shall  be  by 
competitive  examination. 

2.  Salary  provisions  :  The  provisions  for  accelerated  advancement 
through  the  salary  steps  for  permanent  and  permanent-exempt  SMS  participants 
are  outlined  in  the  1985-86  Salary  Standardization  Ordinance  Section  XI. E. 
which  states: 

SMS  enrol  lees  whose  performance  is  rated  "superior"  shall  receive  one 
seniority  and  two  performance  increments; 

.  SMS  enrol  lees  whose  performance  is  rated  "outstanding"  shall  receive 
one  seniority  and  three  performance  increments; 

SMS  enrol  lees  whose  performance  is  rated  "development  needed"  shall 
receive  one  seniority  increment;  and 

.  SMS  enrol  lees  whose  performance  is  rated  "unacceptable"  shall  receive 
no  increments. 

.  The  provision  of  Section  XI. E.  shall  not  be  applicable  to  temporary 
employees. 
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3.  Management  Performance  Evaluation:  Advancement  through  the  salary 
steps  for  employees  participating  in  SMS  shall  be  based  on  seniority  and  on 
performance.  Performance  shall  be  evaluated  by  the  appointing  officer,  board 
or  commission  on  a  form  provided  and  pursuant  to  rules  established  by  the 
Civil  Service  Commission  and  under  the  Management  Performance  Evaluation 
System. 

4.  Consolidation  of  Management  Classifications:  The  classification 
survey  of  SMS  designated  classes  and  related  administrator/management 
classifications  is  nearing  completion.  It  is  anticipated  that  the  resultant 
consolidated  classification  plan  will  facilitate  the  achievement  of  SMS 
related  objectives  relative  to  selection,  performance  evaluation,  training, 
compensation,  promotion  and  career  development. 

SMS  Rule  and  Affirmative  Action:  An  agreement  has  been  reached  to 
resolve  the  impasse  between  the  city  and  employee  organizations  involved  in 
the  meet  and  confer/consult  process  on  the  proposed  SMS  Rule,  a  separate  Civil 
Service  Commission  rule  to  cover  procedures  necessary  for  the  effective 
operation  of  SMS.  Also  an  affirmative  action  component  is  being  developed  for 
incorporation  with  the  separate  rule,  all  of  which  will  be  considered  by  the 
Civil  Service  Commission  prior  to  the  SMS  enrollment  period. 

Conversion  Information:  An  SMS  "Conversion  Information  Booklet"  is 
being  prepared  to  outline  steps  and  provide  under  one  cover  all  pertinent 
Information  needed  by  incumbent  senior  managers  interested  in  joining  SMS. 
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CERTIflttllON 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers 
of  eligibles  (eligible  lists).  When  a  personnel  requisition  is  received  in 
the  Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed 
and  the  name  or  names  of  the  eligibles  under  the  Rule  of  Three  (3)  or  by 
selective  certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.  When  an  eligible  is  appointed,  the 
Certification  Unit  validates  the  appointment. 

In  November.  1979,  Proposition  C  was  approved  by  the  electorate  which 
amended  Charter  Section  8.329  as  to  the  rights  of  temporary  employees  to 
permanent  positions.  This  amendment  as  implemented  by  Civil  Service  Rules, 
provides  for  selective  certification  in  that  employees  certified  to  temporary 
positions  from  an  eligible  list  who  had  satisfactory  service  with  the  City  for 
six  months  or  for  another  designated  time  period  would  be  entitled  to  be 
appointed  to  a  permanent  position  in  that  same  class  before  persons  having 
higher  rank,  who  had  not  been  appointed  to  a  permanent  City  position. 

CERTIFICATION  ^ 

PROGRAM  OUTPUTS 
FISCAL  YEAR  1984-85 

Eligibles  Certified  7,430 

Appointments  Validated  '               7,909 

Separations  Recorded  8,920 

Number  of  Eligibles  on  New  Lists              10,565 

Number  of  Eligibles  on  All  Lists              28,175 
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mm\\]  immim  service 

This  has  been  another  significant  year  for  the  Management  Information 
Services  (MIS)  Unit;  each  operating  unit  of  the  Commission  now  participates  in 
maintaining  at  least  one  component  of  an  integrated  data  base,  thus  providing 
computer  and  word  processing  capability  for  the  Civil  Service  Commission 
staff.  For  example,  eligible  lists  can  now  be  Inserted  Into  terminals  two 
blocks  away  and  transmitted  to  the  MIS  staff  in  City  Hall.  Among  other 
valuable  benefits,  such  as  the  preparation  of  eligible  lists  and  the 
certification  of  eligibles  (which  have  increased  substantially),  the  system 
also  identifies  examination  and  certification  program  requirements.  Such 
benefits  have  served  to  expedite  the  hiring  process  and  have  enabled  Civil 
Service  to  achieve  the  goals  of  the  Letter  of  Agreement  by  successfully 
transitioning  temporary  employees  to  permanent  status  and  reducing  the  number 
of  temporary  employments. 
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ADHINISranVE  SERVICES 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Section  provides  information  and 
interpretation  to  City  departments,  employees  and  the  general  public  on  Civil 
Service  rules  and  regulations.  Civil  Service  provisions  of  the  Charter,  and 
other  personnel-related  ordinances  or  documents.  This  unit  reviews  and 
approves  or  recommends  to  the  Civil  Service  Commission  on  a  wide  variety  of 
personnel  matters,  including  leaves  of  absence,  reductions  in  force  and  other 
issues  which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil 
Service  offices.  In  addition,  this  section  develops  and  revises  personnel 
practices,  policies,  rules,  forms  and  procedures.  Unit  staff  represent  Civil 
Service  in  meet  and  confer  negotiations  with  employee  organizations. 

Various  functions  of  this  unit  include  preparation  and  recommendation  of 
staff  reports  on  behalf  of  City  departments  to  the  Civil  Service  Commission. 
Topics  of  staff  reports  include  limited  tenure  appointments,  extension  of 
holdover  rights,  status  grants,  near  list  appointments,  non-Civil  Service 
separations,  medical,  criminal,  and/or  background  rejections,  etc. 

The  In-Service  Activities  Section  will  be  undertaking  two  new  projects: 
(1)  the  procedures  manual  for  City-wide  Departments,  and  (2)  the  coordination 
of  records  management.  These  projects  will  greatly  assist  City  departments 
and  prove  to  be  more  cost-effective  for  the  Civil  Service  Commission. 

Supervision  and  coordination  of  the  Certification  and  Mail  and 
Reproduction  Services  Units  are  other  functions  of  the  In-Service  Activities 
Section. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as 
fol lows: 

1.  Prints  forms,  examinations,  reports,  training  materials  and 
employment  information,  etc. 

2.  Disseminates  official  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 

3.  Picks  up  inter-department  business  materials,  sorts  and  delivers  to 
proper  destinations.  These  destinations  include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  incoming  mail. 

5.  Picks  up,  sorts  and  expedites  outgoing  mail. 
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MAIL  DISTRIBUTION  BY 

MAIL  AND  REPRODUCTION  UNIT 

FOR  1984-85  FISCAL  YEAR 


U.S.  MAIL  No.  OF  PIECES 

INCOMING:  120.260 

OUTGOING:  70.540 

INTERDEPARTMENTAL  MAIL:  92.668 

(CSC  &  City  Departments) 

REPRODUCTION:   1984-85 

No.  of  Printing  Per  Cent 

Units  Impressions           Of  Nork 

Administration  962.710 

Certification  84,450 

Classification  33,670 

EEO  46,400 

Salary  15,590 

Timeroll  Audit  23,650 

Training  151,500 

Management  Information  Service  69,650 

Subtotal  1,387,120 

Examination  Units 

Civil  Service  Commission  1,737,390 

Airport  (Decentralized)  12,700 

DPH  (Decentralized)  218,490 

DSS  (Decentralized)  12.800 

Subtotal  1.981.380             59.09 

Grand  Total  3,368,500             100.00 
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AIRPORTS  COMMISSION  DECENIRALIZED  PERSONNEL  UNIT 


The  Airport  Decentralized  Personnel  Unit,  with  a  staff  of  two 
professionals  and  a  personnel  technician,  perform  work  under  a  general ist 
personnel  concept. 

This  Unit  is  responsible  for  recruitment  and  examination  activities  for 
all  Airport  classified  civil  service  positions,  including  the  preparation  of 
examination  announcements  ,  the  receipt  and  evaluation  of  applications  and  the 
administration  of  examinations,  subject  to  the  review  and  approval  of  Civil 
Service  management  staff. 

In  addition  to  these  major  functions,  the  Unit  also  has  had 
responsibility  for  the  coordination  of  personal  services  contracts  for  Civil 
Service  Commission  approval,  the  coordination  of  all  examination  and 
classification  matters  with  Civil  Service  Commission  staff  including  the 
notification  of  City-wide  promotional  opportunities  to  Airport  employees,  the 
coordination  of  research  and  preparation  of  reports  on  in-service  activities, 
the  presentation  of  testimony  on  in-service  matters,  and  conducting  special 
projects. 

A  major  component  of  the  Airport  Decentralized  Personnel  Unit's  programs 
is  minority  outreach  recruitment.  In  addition  to  recruitment  on  college 
career  days  and  at  job  fairs.  Unit  staff  have  maintained  frequent  contact  with 
community  organizations,  other  counties'  agencies,  and  other  airports  in  an 
effort  to  effectively  reach  greater  numbers  of  qualified  targeted  groups. 

During  the  1984-85  fiscal  year,  fourteen  examinations  were  completed, 
several  other  examinations  were  initiated,  nineteen  positions  were  classified, 
and  a  variety  of  classification  work  was  accomplished  by  the  Airport 
Decentralized  Personnel  Unit. 

A  continuing  goal  of  the  Airport  Decentralized  Personnel  Unit,  through 
the  examination  and  classification  programs,  is  to  stabilize  the  work  force  by 
facilitating  the  hiring  of  qualified  personnel  on  a  permanent  basis.  The 
hiring  of  permanent  employees  who  have  the  skills  and  abilities  necessary  to 
perform  their  jobs  well  will  be  conducive  to  increasing  efficiency  in  the  work 
place,  and  to  increasing  safety,  cleanliness,  and  convenience  for  the 
traveling  public  at  San  Francisco  International  Airport. 
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PUBLIC  HEALTH  DECENTRALIZED  PERSONNEL  UNIT 


During  Fiscal  Year  1984-85.  the  Department  of  Public  Health's 
Decentralized  Personnel  Unit  established  103  eligible  lists  which  were  adopted 
by  June  30.  1985. 


EXAMINATION  PROGRAM  OUTPUTS 

1.  Applications  Received  and  Screened:       4,426 
(Not  including  additional  applications 

for  non-Civil  Service  appointments  and 
untimely  applications.) 

2.  Eligible  Lists  103 

3.  Ellglbles  on  Lists  1 ,644 

4.  Examination  Announcements  Issued: 

ENTRANCE  25 

COMBINED  29 


Announcements  Reissued: 
ENTRANCE 
COMBINED 


11 
13 


SELECTION  PROCEDURES  ADMINISTERED 


Type 

Written  Tests 
Oral  Examinations 
Performance/Strength  Tests 
Foreign  Language  Proficiency 
Training  and  Experience  Evaluation 
Rated  Application  Review 
Merit  and  Seniority  Ratings 

TOTALS 


Number 
Held 

7 

104 

11 

7 

2 

0 

23 

154 


Number 

of 

Partici 

pants 

74 

1,443 

233 

83 

57 

0 

158 

2.048 
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CLASSIFICATION 

The  Classification  Team  of  the  Public  Health  Decentralized  Personnel 
Unit  conducts  classification  studies  of  positions  throughout  the  Department, 
including  position  audits  and  organizational  surveys  and  research.  Such 
studies  result  in  the  classification  of  new  positions,  reclassification  of 
existing  positions  and  recommendations  regarding  program  development, 
organization  and  staffing.  Several  major  studies  were  completed  by  staff 
during  the  fiscal  year  1984-85  which  resulted  in  recommendations  to  create, 
amend  and/or  retitle  classifications  such  as  Sr.  Hospital  Associate 
Administrator  and  the  Public  Health  Chemist  series.  Additionally,  major 
salary  studies  were  conducted  to  ensure  that  differentials  between  classes 
accurately  reflect  duties  and  levels  of  responsibility.  As  a  result, 
recommendations  were  made  to  adjust  wages  of  classes  such  as  Nurse 
Practitioner,  Nursing  Supervisor  and  the  DPH  Toxicologist  series.  Conversely, 
similar  analyses  of  other  classes  have  shown  that  current  salaries  are 
competitive,  appropriate  and  do  not  warrant  adjustment. 

Finally,  staff  has  been  engaged  in  a  major  survey  and  analysis  of  all 
positions  in  the  Health  Program  Coordinator  Series  which  will  result  in 
recommendations  to  be  completed  during  fiscal  year  1985-86. 
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SOCIAL  SERVICES  DECENTOLIZEO  PERSONNEL  UNIT 


During  Fiscal  Year  1984-85,  the  Social  Services  Decentralized  Personnel 
Unit  focused  on  three  major  activities,  two  of  which  were  carried  over  from 
the  previous  fiscal  year. 

Work  on  correcting  under-representation  of  Hispanics  in  our  workforce 
was  continued  and  expanded  to  include  an  increased  representation  for  all 
minorities.  We  finished  the  year  with  9.5%  Hispanic  representation  and  60.6% 
total  minority  representation,  an  increase  of  1.1%  over  last  year's  figure  for 
all  minorities. 

We  also  continued  to  work  toward  the  elimination  of  all  long-term 
"non-status"  temporaries.  By  December  31,  1984,  all  such  temporaries  in  "DSS 
only"  classifications  had  transitioned  to  permanent  status  or  were  laid  off. 
Long-term  temporaries  in  "city-wide"  classes  were  transitioned  to  permanent 
status,  offered  employment  in  other  departments  or  were  laid  off.  At  present, 
this  department  is  in  compliance  with  State  Merit  System  Services  requirements 
relative  to  non-status  temporary  employees. 

In  order  to  attain  these  goals,  the  Department's  Decentralized 
Examination  Unit  again  had  an  active  year.  It  produced  eight  eligible  lists 
which  represented  an  increase  of  three  over  the  previous  year. 

Our  third  major  activity  this  year  involved  our  conversion  to  the  new 
Controller's  payroll  system.  Selected  staff  from  the  DSS  Payroll  &  Personnel 
Units  spent  more  than  600  hours  in  preparation  for  a  nearly-flawless 
transition  which  was  made  in  mid-March. 

There  were  no  major  classification  studies  undertaken  during  the  past 
year;  however,  during  the  coming  year  the  department  will  be  implementing 
flexible  staffing  in  the  entry  and  journey-level  Eligibility  Worker 
classifications.  In  addition,  the  department  has  budgeted  for  fifty-one 
mid-level  Eligibility  Workers  assigned  to  special  projects.  These  positions 
are  subject  to  classification  and  will  be  the  focus  of  a  major 
reclassification  project. 

Again,  the  Department  of  Social  Services  Personnel  Unit  is  pleased  with 
our  accomplishments  during  Fiscal  Year  1984-85  and  we  look  forward  to  another 
successful  year. 
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City  and  County  of  San  Francisco  Civil  Service  Commission 


October  8,  1986 


The  Honorable  Dianne  heinslein 
Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  City  Hall 
San  Francisco,  CA  94102 

Dear  Mayor  Feinstein: 

On  behalf  of  the  members  of  the  Civil  Service  Commission  and  its  staff,  I 
am  pleased  to  submit  the  Annual  Report  of  the  Civil  Service  Commission  for  the 
fiscal  year  ending  June  30,  1986. 

Fiscal  Year  1985-86  has  been  one  of  the  achievement  for  this  agency  and  I 
am  pleased  to  highlight  several  accomplishments  of  your  Commission  which  are 
described  in  this  report: 

I.  Departmental  Administration  -  CSC  Rule  Change 

In  response  to  the  passage  of  Proposition  A,  the  Civil  Service 
Commission  developed  and  adopted  Rule  34   txempt  Employment  of 
Individuals  who  are  Severely  Disabled.  Under  Rule  34,  departments 
may  designate  positions  to  be  filled  by  an  exempt  appointee. 
Appointees  must  meet  minimum  qualifications  for  the  position  and 
the  criteria  for  a  severe  disability.  After  one  year  of 
satisfactory  service,  the  appointees  are   advanced  to  permanent 
Civil  Service  status.  There  have  been  a  number  of  Rule  34  program 
appointments  and  more  are  in  process.  We  are   pleased  to  note  that 
Mr.  Al  Walker,  the  Commission  Secretary,  was  formally  commended  by 
the  California  Department  of  Rehabilitation  for  his  efforts  in 
drafting  the  Rule  and  overseeing  its  implementation  through  the 
meet  and  confer  and  adoption  process. 

II.  tqual  Employment  Opportunity  Unit 

The  Equal  Employment  Opportunity  (EEO)  Unit  has  been  actively 
involved  in  implementing  two  major  programs:  Exempt  Employment  of 
the  Severely  Disabled,  and  an  addendum  to  the  city-wide  Affirmative 
Action  Plan  designed  to  increase  the  representation  of  women  in 
"non-traditional"  jobs  within  the  City  service. 

In  addition  to  outreach  and  recruitment  efforts  directed  toward 
placing  women  in  "non-traditional"  jobs,  implementation  of  the 
addendum  to  the  Affirmative  Action  plan  will  focus  on  efforts  to 
improve  the  work  environment  and  to  retain  women  hired  in  these 
jobs.  Further,  the  plan  established  goals  for  women  in  skilled 
craft,  blue  collar  and  apprentice  positions. 
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III.  Management  Development  Unit 

1429  City  employees  participated  in  on -going  and  special  training 
programs  and  workshops  given  or  sponsored  by  the  Commission's 
Management  Development  Unit.  System-wide  audit  of  the  Performance 
Appraisal  System  covered  the  final  42  departments  this  year.  The 
audits  found  significant  improvement  in  many  departments  and 
conducted  additional  training  in  others  as  needs  dictated. 

IV.  Examination  Unit 

The  txamination  Unit  produced  323  eligible  lists  during  the  past 
fiscal  year.  These  lists  resulted  from  use  of  a  variety  of  modern 
behavioral ly  based  selection  procedures.  The  Unit  surveyed 
supervisors  of  persons  from  these  lists  and  found  a  high  degree  of 
satisfaction,  thus  confirming  that  the  Unit  is  providing  well 
qualified  employees  for  the  City  and  County  Service. 

V.  Classification  Unit 

During  this  fiscal  year  the  Classification  Unit  reviewed  each 
classification  and  designated  it  with  respect  to  the  over-time 
requirements  of  the  Fair  Labor  Standards  Act.  The  Unit  worked 
closely  with  Department  of  Public  Health  toward  the  implementation 
of  the  latter' s  loxic  Control  Management  Program.  Other  studies. 
Including  the  Workers  Compensation  Division  of  the  Retirement 
System,  the  Collection  Unit  of  the  Department  of  Social  Services, 
and  the  Project  Manager  series  for  Public  Utilities  and  Public 
Works,  were  completed. 

VI.  Certification  Unit 

The  Certification  Unit,  a  critical  element  in  the  operation  of  our 
merit  system,  made  full  use  of  the  automated  systems  now 
available.  Turn-around  time  for  personnel  requisitions  continues 
to  improve,  thus  helping  City  departments  assure  an  uninterrupted 
flow  of  services  to  the  citizens  of  San  Francisco. 

We  of  the  Civil  Service  Commission  are  justly  proud  of  these  achievements 
and  look  forward  to  the  challenges  of  the  coming  fiscal  year. 

Respectfully  submitted, 

CIVIL  SERVICE  COMMISSION 


CIVIL  SERVICE  COMMISSION      p. 


Carlota  Texidor  del  Portillo 
President 
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MEMBERSHIP 


The  CWn  Service  Commission  is  composed  of  five  members  (at  least  one  of 
whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of 
office.  Those  currently  serving  on  the  Civil  Service  Commission  are  Carlota 
Texidor  del  Portillo,  President,  A.  Lee  Munson,  Vice  President,  and 
Commissioners  Howard  S.  Gloyd,  Louis  Hop  Lee  and  Genevieve  Powell. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.  The  Commission  classifies  and  reclassifies  all 
employments  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.  The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  in  the  City  and  County.  The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  fiscal  year  1985-86,  the  Civil  Service  Commission  met  26  times. 

The  Commission  conducted  23  regular  and  3  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.  The  Commission  considered  124  classification  and  pay 
items  which  resulted  in  the  classification  of  1,548  new  positions.  34  classes 
were  either  established,  consolidated  or  abolished.  25  Salary  Ordinance 
amendments  were  submitted  as  a  result  of  Commission  action.  Among  the  pay 
matters  considered  by  the  Commission  were  the  surveys  of  Police,  Fire, 
Registered  Nurse,  and  Municipal  Railway  rates  of  pay.  50  items  of  in-service 
activities  were  reviewed.  In  addition,  the  Commission  considered  62 
examination  matters.  The  Commission  also  ruled  on  1  requests  for 
reconsideration  of  its  action. 

The  Commission  reviewed  the  following  240  separations  from  service:  67 
resignations;  11  terminations  of  limited  tenure  appointments;  52  terminations 
of  entrance  probationary  appointments;  6  terminations  of  promotive 
appointments;  7  terminations  of  temporary  Civil  Service  appointments;  and  60 
dismissals  of  permanent  employees.  The  Commission  also  considered  3  appeals 
of  automatic  resignations  and  34  automatic  resignations  were  administratively 
processed. 
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CLASSIFICATION 


Position  classification  is  a  basic  tool  of  personnel  management  that 
provides  a  systematic  means  of  identifying  and  describing  different  kinds  of 
work.  In  terms  of  primary  tasks,  duties  and  responsibilities,  and  the 
knowledge,  skills  and  abilities  required  for  their  performance.  After 
positions  in  the  public  service  are  grouped  Into  classes  on  the  basis  of 
similarity  in  these  respects,  specifications  delineating  the  basic 
characteristics  of  a  class  are  prepared.  In  most  instances,  classes  are 
grouped  into  series  providing  career  opportunities  in  City  employment.  This 
process  assures  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay.  training  and  promotion.  Position  classification  is  the 
fundamental  element  in  implementing  the  merit  principles  of  equal  pay  for 
equal  work. 

NORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and 
conducting  the  majority  of  the  classification  studies  of  1629  classes 
consisting  of  approximately  27,835  permanent  and  approximately  153 
temporary  positions.  This  work  involves  classification  of  new 
positions,  reclassification  of  existing  positions,  recommendations  on 
the  staffing  of  organization  units,  classification  problem  resolution  by 
research  and  survey,  position  audits,  preparation  of  reports,  letters, 
memoranda  and  Salary  Ordinance  Amendment  legislation. 

PROGRAM  OUTPUTS  1985-86  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished 

B.  Positions  classified/reallocated 
C    Classification  reports  calendared 

D.  Salary  Ordinance  Amendments  prepared 

E.  Tenure  of  requisition  requests  acted  upon 

*Notes: 

1.  This  figure  Includes  25  new  classes  established, 

5  classes  consolidated  and  4  classes  abolished. 

2.  This  figure  includes  637  new  positions  and  245 

positions  reclassified  and  666  positions  converted 
from  temporary  to  permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 
33  personal  services  contract  reports  (799  contracts),  3  special 
report,  21  specification  amendments,  245  positions  reclassified, 
666  positions  converted  from  temporary  to  permanent,  637  new 
positions  classified,  4  classes  abolished,  25  new  clas-  ses 
established,  and  12  Staff  Aide/Assistant,  Special  Project  po- 
sitions approved. 
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MAJOR  CLASSIFICATION  STUDIES 

The  Classification  Plan  consists  of  all  classes  established,  and  It  is 
amended  to  reflect  changes  In  departmental  organization  or  in  duties  assigned 
to  positions.  During  the  past  year,  the  Classification  Section  conducted  the 
following  major  studies  in  its  effort  to  insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 

FAIR  LABOR  STANDARDS  ACT 

The  United  States  Supreme  Court  in  Garcia  v.  San  Antonio  Metropolitan 
Transit  Authority  ruled  that  the  Fair  Standards  Act  (FLSA)  is  applicable  to 
local  government  entities.  The  Garcia  holding  overruled  the  1976  case  of 
National  League  of  Cities  v.  Usery,  426  v.s.  833  which  held  that  local 
government  was  immune  from  provisions  of  the  Fair  Labor  Standards  Act. 

The  FLSA  essentially  provides  for  payment  of  overtime  wages  at  the  rate 
of  time  and  half  for  hours  worked  in  excess  of  forty  hours  In  a  seven-day  work 
period  for  all  employees  except  those  exempted  by  the  act. 

The  act  provides  an  exemption  from  the  overtime  provisions  for  employees 
occupying  bona  fide  executive,  administrative,  or  professional  positions  when 
actually  performing  duties  commensurate  with  these  designations.   The  act 
contains  very  detailed  criteria,  and  a  number  of  tests  which  a  position  must 
meet  before  it  is  considered  exempt  from  the  overtime  requirement. 

To  implement  FLSA  provisions  on  the  April  15,  1986  effective  date,  the 
Civil  Service  Commission  classification  staff  reviewed  each  classification 
In  the  City  service.  Staff  consulted  with  departmental  and  union 
representatives.  Department  of  Labor  officials  and  other  public  jurisdictions 
as  necessary  in  compiling  a  list  which  designates  each  class 
as  requiring  or  not  requiring  overtime  pay.  This  list  is  used  by  all  City 
departments  In  determining  which  positions  are  covered  by  FLSA. 

PROJECT  MANAGER  STUDY 

A  Project  Manager  classification  series  consisting  of  four  levels  of 
positions  was  established  by  the  Civil  Service  Commission  In  October.  1985. 
This  series  was  created  to  manage  large  construction  engineering  projects, 
requiring  various  skills  including  contract  administration,  construction 
inspection  and  scheduling,  financial  management,  negotiation  and 
problem-solving. 

Over  30  requests  for  Project  Manager  assignments  or  appointments  have 
been  reviewed  since  the  adoption  of  the  classification  series.  By  the  end 
of  the  fiscal  year  20  positions  in  the  Project  Manager  series  were  being  used 
in  the  Department  of  Public  Works,  Clean  Water  Program,  the  Airport  and  Public 
Utilities  Commission  Engineering  Bureau. 
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SENIOR  MANAGEMENT  SERVICE  AND  ADMINISTRATIVE  MANAGEMENT  SERVICE  SURVEY 

The  consulting  firm  of  Ralph  Andersen  &  Associates  has  been  retained  to 
survey  managerial  and  administrative  positions  City-wide.  Their  resulting 
classification  plan  is  Intended  to  consolidate  managerial  and  administrative 
classes;  streamline  compensation,  recruitment  and  selection  techniques; 
develop  career  ladders  and  thereby  provide  enhanced  promotional  opportunities 
for  minorities  and  women. 

The  first  phase  of  this  survey  resulted  in  a  draft  report  being 
presented  to  staff  for  review.  The  report  defines  the  concept  of  the  SMS  and 
AMS  classification  plans  and  provides  class  specification  formats,  benchmark 
classifications  and  guidelines  for  internal  salary  relationships  within  the 
proposed  structure.  It  contains  specific  recommendations  on  the  800  positions 
under  survey. 

In  1985,  the  consultants  updated  their  findings  and  presented  a  revised 
draft  report  to  staff  for  review.  The  report  and  additional  analytical  data 
prepared  by  Civil  Service  staff  are  currently  under  review. 

DEPARTMENT  OF  PUBLIC  HEALTH 

In  this  fiscal  year,  a  Supplemental  Appropriation  was  approved  by  the 
Mayor  to  fund  Phase  II  of  a  new  Toxic  Control  Management  Program  to  be 
implemented  for  all  City  departments  by  the  Department  of  Public  Health. 

Phase  I  of  the  program  which  began  in  September  1985,  initiated  a 
preliminary  assessment,  training  and  consultation  to  enable  city  depart- 
ments to  identify  and  inventory  hazardous  wastes.  In  turn,  under  the 
direction  of  the  Toxic  Control  Management  Program,  the  disposal  of  accumulated 
hazardous  wastes  will  occur. 

Six  issues  to  be  addressed  in  Phase  II  of  the  program  are  as  follows: 

1)  continuing  disposal  of  departmental ly  generated  hazardous  wastes  at 
appropriate  time  intervals; 

2)  technical  training  of  DPH  staff  and,  subsequently,  the  training  of 
hazardous  materials/waste  co-ordlnators  in  each  department; 

3)  review  and  assessment  of  departmental  hazardous  material/waste  practices 
and  pol icies; 

4)  Improvement  of  the  City's  emergency  response  capacity  relative  to  toxic 
spills,  leaks  and  chemical  explosions; 

5)  development  and  implementation  of  appropriate  policies;  and 

6)  development  of  a  data  base  for  intermediate  and  long  term  planning. 
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In  order  to  provide  the  program  with  appropriate  Interim  administra- 
tive direction  and  the  technical  expertise  needed  for  the  management  of 
hazardous  materials  and  wastes,  a  position  In  class  9748  Staff  Assistant  VIII 
was  approved  to  function  as  Toxic  Control  Program  Manager.   Initially,  the 
departmental  program  staff  Is  to  consist  of  two  journey  level  and  one  senior 
environmental  health  Inspectors,  two  Industrial  hyglenists,  a  health  educator 
and  a  secretary.  Three  of  the  positions,  a  6138  Industrial  Hyglenist,  a  6140 
Hazardous  Materials  Program  Manager  and  a  1444  Secretary  I  are  positions  which 
were  transferred  to  the  department  from  the  Fire  Department  when  the  Board  of 
Supervisors  determined  that  the  Fire  Department's  Hazardous  Materials  Program 
Initiated  in  fiscal  year  1984/85  should  be  moved  under  the  Health  Department's 
control  . 

SAN  FRANCISCO  GENERAL  HOSPITAL 

As  a  result  of  Internal  reorganizations  within  the  Health  Department  and 
growth  of  staff  and  services  provided  by  San  Francisco  General  Hospital,  the 
need  for  a  new  senior  level  Hospital  Associate  Administrator  classification 
was  Identified  by  the  hospital. 

Previously,  the  administrative  staff  of  the  hospital  consisted  of  the 
Executive  Administrator,  who  delegated  responsibility  for  specific  functional 
areas  of  Operations,  Finance,  Clinical  and  Outpatient  Services  among  four 
Hospital  Associate  Administrators  and  retained  direct  supervision  of  specific 
services  such  as  media  relations,  bilingual  services,  personnel  and 
psychiatry.  However,  the  increasing  size  of  staff,  complexity  of  services, 
and  Internal  reorganizations,  such  as  the  reassignment  of  administrative 
control  for  paramedic  and  central  aid  station  services  to  the  hospital, 
necessitated  that  the  administrative  responsibilities  be  realligned. 
Specifically,  the  span  of  control  of  the  Executive  Administrator  was  narrowed 
through  the  creation  of  the  new  Senior  Hospital  Associate  Administrator 
position,  which  assumed  responsibility  for  several  departments  previously 
administered  directly  by  the  Executive  Administrator  (Personnel,  Psychiatry 
and  Medical  Records).  In  addition,  the  new  position  administers  all 
operational  departments  which  were  formerly  managed  by  the  2145  Associate 
Administrator  for  Operations  as  well  as  the  Paramedic,  Emergency  and  Central 
Aid  Divisions  which  were  acquired  through  re-assignment. 

Finally,  the  position  coordinates  all  activities  with  the  Administrators 
of  the  Nursing,  Finance  and  Outpaitent  Divisions  and  serves  as  Acting 
Administrator  in  the  absence  of  the  Executive  Administrator. 

EMPLOYEES  RETIREMENT  SYSTEM 

A  survey  of  the  Workers'  Compensation  Division  resulted  from  a  study 
done  by  outside  management  consultants  and  the  Retirement  System  General 
Manager's  desire  to  strengthen  the  management  of  this  essential  function.  The 
classification  survey  Involved  analysis  of  fifteen  positions  and  recommended 
the  establishment  of  two  new  classifications,  Workers'  Compensation  Adjuster 
and  Workers'  Compensation  Division  Manager;  retitling  and  amendment  of  the 
specifications  for  two  existing  classes  to  Workers'  Compensation  Supervisor  I 
and  Workers'  Compensation  Supervisor  II;  and  the  consolidation  of  Retirement 
System  Investigator  to  the  new  Adjuster  class. 
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DEPARTMENT  OF  SOCIAL  SERVICES 

At  the  request  of  the  department,  staff  surveyed  seven  Eligibility 
Worker  positions  assigned  to  the  Social  Services  Collections  Unit.  The 
primary  function  of  this  unit  is  to  recover  welfare  overpayments  owed  to  the 
department.  Duties  of  the  staff  Involve  investigating,  pursuing  and  securing 
the  payment  of  receivable  and  delinquent  accounts. 

After  a  review  of  the  duties  of  the  positions  and  analysis  of  survey 
information  from  the  five  Bay  Area  counties,  staff  concluded  that  the 
positions  should  be  reallocated  to  a  distinct  collection  series  of  classes. 
Further  review  indicated  that  the  duties  were  apprpriate  to  the  existing 
Collection  Clerk  series.  This  series  was  amended  and  retitled  "Collection 
Officer"  to  update  and  more  clearly  identify  the  level  of  work  performed  by 
these  positions. 

PROJECTED  CLASSIFICATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.  Departmental  requests  are  always  reviewed  In  terms 
of  the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in  existing 
classifications.  On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.  At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1986-87  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  427  new  and  substitute  positions  which  must  be  reviewed  by  the 
Classification  Division.  Many  of  these  positions  were  reviewed  prior  to 
budgetary  approval  by  the  Mayor;  others  will  involve  further  in-depth  analysis 
by  staff.  The  creation  of  new  classes  and  amendments  to  existing  class 
specifications  may  be  required  to  meet  changing  needs  within  City  departments. 

Significant  projects  to  be  reviewed  by  the  staff  in  the  coming  fiscal 
year  (1986-87)  include:  classification  of  positions  in  the  Health  Program 
Coordinator  series,  establishment  of  approximately  24  new  positions  for  the 
Bureau  of  Claims  Investigation  and  Administration  in  the  City  Attorney's 
Office;  and  a  survey  of  Storekeeper  positions  in  the  Municipal  Railway  and 
Central  Shops  Division  of  the  Purchasing  Department. 
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LABOR  RELAIIONS 


The  Labor  Relations  Section  performs  functions  required  by  the  Employee 
Relations  Ordinance  of  the  City  and  County  of  San  Francisco.  These  functions 
Include  certifying  the  appropriate  employee  organization  to  represent 
employees  for  bargaining  purposes,  Investigating  charges  of  Unfair  Labor 
Practices  and  processing  all  matters  which  require  a  hearing  before  an 
Administrative  Law  Judge.  The  Commission  assumed  these  Impartial  or  neutral 
labor  relations  responsibilities  In  August  1976. 

CERTIFICATION  FOR  EMPLOYEE  ORGANIZATIONS 

In  accordance  with  the  Employee  Relations  Ordinance,  the  Labor  Relations 
Section  certifies  an  employee  organization  as  the  recognized  or  official 
representative  for  employees  through  either  the  election  process  or  by 
verifying  historical  representation  for  the  organization.  Such  recognition  or 
certification  entitles  the  employee  organization  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Organization. 

An  employee  organization  wishing  to  represent  a  group  of  City  employees 
initiates  the  election  process  by  petitioning  the  Labor  Relations  Section  to 
hold  an  election  to  determine  the  official  representative  for  the  employee 
bargaining  unit.  After  receipt  of  a  valid  petition,  staff  chairs  a 
pre-election  conference  of  all  concerned  parties  to  determine  the  date,  time, 
place  of  election  and  voter  eligibility.  Subsequently,  a  representative  from 
the  Employee  Relations  Division  and  a  representative  from  the  petitioning 
employee  organization  sign  a  formal  election  agreement  which  is  witnessed  by 
Commission  staff.  At  the  voting  sites,  the  State  Mediation  and  Conciliation 
Service  acts  as  the  election  agent  by  distributing  ballots  and  tabulating  the 
results  after  the  polls  close.  A  majority  of  those  voting  determines  the 
results.  After  resolving  any  protest  over  the  conduct  of  the  election,  the 
Labor  Relations  Section  formally  certifies  the  elected  employee  organization 
to  represent  the  group  of  employees  in  their  labor  relations  with  the  City  and 
County.  Commission  staff  also  conducts  decertification  or  recall  elections. 
This  occurs  when  a  group  of  employees  or  an  employee  organization  petitions 
for  an  election  to  be  held  to  decertify  or  recall  the  current  elected 
representative. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented  employees 
In  the  bargaining  unit.  After  researching  the  matter,  the  Labor  Relations 
Unit  certifies  the  organization  as  the  official  representative  or,  if  the 
matter  Is  under  dispute,  orders  that  an  employee  election  be  held  to  determine 
the  matter.  During  the  past  fiscal  year,  nine  (9)  certifications  or 
decertifications  have  been  completed  by  Commission  staff. 
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UNFAIR  LABOR  PRACTICE  CHARGES 

The  Labor  Relations  Section  is  also  responsible  for  processing  Unfair 
Labor  Practice  Charges.  Staff  Initially  Investigates  the  charges  by  reviewing 
reports,  records  and  other  documents  and  conducting  Interviews.  When 
necessary,  further  Information  or  specification  is  requested  from  either  the 
charging  or  charged  party.  After  thoroughly  reviewing  the  charge,  staff 
attempts  to  mediate  or  assist  the  parties  in  reconciling  the  dispute.   If 
mediation  proves  unsuccessful,  the  Labor  Relations  Section  submits  a  written 
report  of  the  findings  to  the  General  Manager,  Personnel,  recommending  either 
dismissal  of  the  charge,  in  whole  or  part,  or  referral  to  an  Administrative 
Law  Judge.  If  a  hearing  is  required,  staff  conducts  a  meeting  with  the 
parties  prior  to  the  hearing  in  order  to  clarify  the  issues.   In  fiscal  year 
1985-86.  fifteen  (15)  Unfair  Labor  Practice  Charges  were  investigated;  all 
charges  on  unfair  labor  practice  charges  were  resolved  by  staff. 

ADMINISTRATIVE  LAN  JUDGE  HEARINGS 

Under  this  Ordinance,  the  Labor  Relations  Section  is  responsible  for 
processing  other  matters  which  require  resolution  by  an  Administrative  Law 
Judge.  Such  matters  include  disputes  initiated  by  an  employee  or  the 
employee's  supervisor  over  the  employee's  unit  designation  and  disputes  over 
the  Interpretation  or  application  of  provisions  of  Memoranda  of 
Understanding.  Additionally,  Administrative  Law  Judge  Hearings  are  required 
to  examine  complaints  regarding  abridgement  of  management  or  employee  rights 
which  are  set  forth  in  the  Ordinance.  Staff  reviews  these  disputes,  attempts 
to  reconcile  the  parties  and,  if  unsuccessful,  refers  the  matter  to  an 
Administrative  Law  Judge  for  final  resolution.  Prior  to  the  hearing,  staff 
chairs  a  meeting  of  the  parties  to  clarify  the  issues  and  to  make  any  other 
necessary  arrangements.   In  the  past  fiscal  year,  staff  reviewed  and  helped 
to  mediate  twenty-six  (26)  disputes  over  confidential  and  management 
designations. 

FAIR  LABOR  STANDARDS  ACT 

The  Labor  Relations  section  has  responsibility  for  Interpretation  of  the 
provisions  of  the  Fair  Labor  Standards  Act  (FLSA)  which  became  applicable  to 
cities  as  a  result  of  the  Supreme  Court's  ruling  in  Garcia  v.  San  Antonio 
Metropolitan  Transit  Authority  on  February  19,  1985. 

All  provisions  of  the  Act  now  apply  to  local  governmental  agencies 
Including  overtime,  volunteer  status,  interpretation  of  "Exempt  Employee", 
determination  of  hours  worked,  the  work  period,  use  of  compensatory  time,  the 
regular  rate  of  pay,  record  keeping,  minimum  wages,  liability  under  the  act. 
and  definitions  of  various  terms  related  to  miscellaneous  employes,  law 
enforcement  and  fire  protection  personnel.  During  the  past  fiscal  year.  Labor 
Relations  staff  has  assisted  in  causing  compliance  with  the  Act  and  continues 
to  respond  to  numerous  queries  regarding  its  application. 
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SALARy  STAiARDIZATION 


The  primary  function  of  the  Salary  Standardization  Section  Is  to  survey 
prevailing  rates  of  pay  In  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees  according  to  the  provisions 
of  the  Charter,  as  well  as  Implementing  and  recommending  revisions  to  the 
administrative  provisions  of  the  Salary  Standardization  Ordinance.  Other 
duties  Include  conducting  fringe  benefit  and  specialized  surveys  at  the 
request  of  the  Civil  Service  Commission  or  Board  of  Supervisors,  completing 
survey  questionnaires  for  other  Jurisdictions  and  implementing  the  salary  plan 
by  coordinating  salary  matters  with  all  City  departments. 

Salary  Standardization  is,  by  Charter,  divided  Into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401  and  8.407 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for 
each  of  the  groups  are  as  follows: 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.  Salary  data  first  must  be  collected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.  If  there  is  Insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  utilizing 
such  classes  where  the  agency  employs  more  than  3,000  persons.  The  Charter 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  in  these  counties;  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  In  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo  and  Santa  Clara.  The  data  collected  is  limited  to 
rates  of  pay  and  salaries  actually  being  paid  by  private  employers  for  like 
work  and  1  ike  service. 
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Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as 
the  rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  In  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his/her  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
Inspection  beginning  August  1985.  Employee  representatives  and  employees  were 
Invited  to  request  salary  adjustments  supported  with  any  information  or  data 
that  would  justify  such  adjustments.  The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.  Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civil,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules,  together  with  the  existing  schedules  of 
compensation,  were  posted  and  publicized  on  January  10,  1986,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.  The  proposed  schedules  of  compensation  also  apply  to  all 
non-certified  employees  in  both  the  San  Francisco  Unified  School  District  and 
the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was  obtained 
from  over  50  individual  public  jurisdictions  in  California,  the  Federal 
Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee. 
It  should  be  noted  that  the  number  of  employees  for  the  State  of  California 
and  Federal  agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors  for  their  consideration.   The  Board  then  adopted  these 
recommendations.   The  new  salary  schedules  represented  increases  ranging  from 
2.5%  up  to  12.5%.  The  average  percentage  increase  granted  to  all  employees 
was  approximately  5.5%. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classification  the  highest  prevailing  salary 
schedule  in  effect  on  April  15  granted  by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees  in  public  and  private  employment  in  the 
six  Bay  Area  counties.  The  Charter  then  requires  the  Board  of  Supervisors  to 
set  a  rate  of  pay  for  such  nurses  not  in  excess  of  the  schedule  certified  by 
the  Civil  Service  Commission. 
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Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that 
the  highest  prevailing  maximum  rate  was  $18.97  per  hour  (approximately  $3301 
per  month).   The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $17.96 
per  hour  (approximately  $3123  per  month).  This  represented  an  Increase  in  the 
basic  wage  for  registered  nurse  of  5.5%. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems 
In  the  United  States  operating  primarily  within  cities  having  a  population  of 
not  less  than  500,00  and  normally  employing  not  less  than  400  transit 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.  The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average  of 
the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commission. 

For  Fiscal  Year  1985-86,  the  attached  survey,  showed  that  the  Washington 
Metro  Area  Transit  Authority  and  Santa  Clara  County  Transit  paid  the  highest 
rates  for  platform  personnel  as  of  July  1. 

The  average  of  the  two  was  $13.69  per  hour,  effective  July  1,  1985,  and 
$13.81  per  hour  effective  January  13,  1986.  The  Board  of  Supervisors  adopted 
these  rates  which  represented  an  average  increase  of  2.6%. 

POLICE  AND  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  in  the  State  of 
California.  The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable 
to  Fire  Fighters,  based  on  the  principal  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.  For  the  year  1985-86,  the 
rate  paid  Police  Officers  and  Fire  Fighters  was  $2449-2836  per  month.  This 
represented  an  increase  of  3.0%  in  the  basic  wage. 
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In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil 
Service  Commission  Is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  Increase  or  decrease  In  the  cost  of  living  during  the  twelve-month 
period  ending  March  31st  for  San  Francisco  and  for  the  cities  Included  In  the 
certified  report.  The  attached  calculation  reflects  the  cost  of  living 
Increase  In  San  Francisco  as  compared  with  the  average  cost  of  living 
Increase  In  the  four  cities  surveyed.  The  average  Increase  In  the  cost  of 
living  In  San  Francisco  was  5.0%  and  the  average  Increase  In  the  cost  of 
living  for  the  cities  surveys  was  3.4X. 

The  Board  of  Supervisors  may  Increase  the  rate  certified  by  an  amount 
equal  to  the  difference  between  the  average  cost  of  living  Increase  of  the 
cities  Included  in  the  survey  and  the  cost  of  living  Increase  in 
San  Francisco.  For  1985-86,  the  Board  of  Supervisors  incorporated  the  1.6% 
difference  Into  the  wage  rates  listed  above. 
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JULY  1984 


CITY 

OPERATORS 

San  Jose 

966 

Washington,  D 

.C. 

2211 

Boston,  MA 

1651 

Chicago,  IL 

5896 

Seattle,  WA 

1979 

Los  Angeles,  ( 

:a 

4400 

San  Diego,  CA 

431 

Denver,  CO 

1100 

Brooklyn,  NY 

8983 

New  York.  NY 

8977 

Houston,  TX 

1188 

Cleveland,  OH 

1131 

Columbus,  OH 

464 

Baltimore,  MD 

1290 

Milwaukee,  WI 

1000 

Phi ladelphia. 

PA 

2215 

Dallas,  TX 

914 

Detroit,  MI 

1002 

New  Orleans , 

LA 

722 

San  Antonio, 

TX 

589 

TRANSIT  COMPANY 


MAX.  HOURS 
RATE 


Santa  Clara  County  Transit  District  $13.71 

(eff.  1/13/86)   13.96 
Washington  Metropolitan  Area  Transit  Authority   13.66 

Massachusetts  Bay  Transportation  Authority  13.31 

Chicago  Transit  Authority  13.19 

Seattle  METRO  13.05 

Southern  California  Rapid  Transit  District  13.00 

San  Diego  Transit  Corporation  12.48 

Regional  Transportation  District  12.10 

New  York  City  Transit  Authority  11.99 

Manhattan  &  Bronx  Surf,  Transit  11.99 
Operating  Authority 

Metropolitan  Transit  Authority  11.86 

Greater  Cleveland  Regional  Transit  Authority  11.75 

Central  Ohio  Transit  Authority  11.63 

Maryland  Mass  Transit  Administrator  11.55 

Milwaukee  County  Transit  System  11.18 

Southeastern  Pennsulvania  Transportation  10.45 
Authority 

Dallas  Transit  System  10.25 

Detroit  -  Department  of  Transportation  10.09 

New  Orleans  Regional  Transit  Authority  9.83 

VIA  Metropolitan  Transit  9.22 
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POLICE  AND  FIRE  SURVEY 
JULY  1984 


CITY 

CLASS  TITLE 

POS. 

LONG  BEACH 

POLICE  OFFICER 

472 

LOS  ANGELES 

POLICE  OFFICER 

II 

2532 

LOS  ANGELES 

POLICE  OFFICER 

III 

1712 

SAN  DIEGO 

POLICE  OFFICER 

II 

832 

SAN  JOSE 

POLICE  OFFICER 

733 

MONTHLY  SALARY  STEPS 


2116  2234  2355  2484  2620 

2459  2596  2741  2894 

2596  2741  2894  3055 

2004  2098  2200  2312  2421 

2434  2556  2682  2817  2958 


LONG  BEACH 

FIREFIGHTER 

247 

LOS  ANGELES 

FIREFIGHTER  II 

1195 

SAN  DIEGO 

FIREFIGHTER 

353 

SAN  JOSE 

FIREFIGHTER 

232 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  =  $2695 

2116  2234  2355  2484  2620 

2445  2589  2735  2890 

1849  1936  2035  2138  2232 

2330  2446  2568  2697  2831 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  =  $2529 


SAN  FRANCISCO   POLICE  OFFICER 
SAN  FRANCISCO   FIREFIGHTER 


1351 
1106 


2381   2498   2624   2754 
2381   2498   2624   2754 
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COST  OF  LIVING 
CONSUMER  PRICE  INDEX 

URBAN  WAGE  EARNES 

AND  CLERICAL  WORKERS 

JULY  1984 


MARCH  83 

MARCH  84 

1. 

INCREASE 

SAN  FRANCISCO 

309.8 

325.2 

5.0  X 

LONG  BEACH 

297.9 

309.8 

4.0  % 

LOS  ANGELES 

297.9 

309.8 

4.0  X 

SAN  DIEGO 

326.2 

333.7 

2.3  X 

The  cost  of  living  In  San  Francisco 
Increased  by 

The  cost  of  living  In  the  cities 
Included  In  the  Police  and  Fire 
survey  Increased  by 

The  difference  Is 


5.0  X 

3.4  X 
1.6  X 
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TIMEROLL  AUDIT  UNIT 

Auditing  and  certification  of  timerolls  and  exception  reports  for  City 
and  County  agencies  are  required  of  the  Civil  Service  Commission  by 
Section  8.400  of  the  Charter.   The  Charter  mandates  Civil  Service  to  verify 
that  all  persons  on  payrolls  have  been  legally  appointed  to  and  employed  In 
positions  legally  established  under  the  Charter.  The  Controller  is  enjoined 
by  the  Charter  from  releasing  payment  when  the  Civil  Service  Commission 
disapproves  a  timeroll.  Civil  Service  Commission  Timeroll  Audit  Unit  has  the 
responsibility  of  carrying  out  this  Charter  requirement.   In  addition,  this 
section  must  approve  permanent  and  temporary  requisitions  and  maintain 
personnel  records  of  permanent  employees. 

There  are  approximately  27,000  permanent  and  temporary  employees  in  the 
City  and  County  service  generating  timerolls  which  must  be  audited  every  two 
weeks  to  Insure  that  employees  are  promptly  and  properly  compensated.   In 
addition,  for  the  departments  that  have  not  converted  to  the  Controller's 
Payroll  Personnel  and  System  Division  (PPSD),  the  Timeroll  Audit  Unit  is 
responsible  for  the  processing  of  supplementary  timerolls  and  in-lieu  payment 
requests.  The  flow  of  timerolls  overlaps  biweekly  pay  periods  which  reduces 
the  time  for  vital  record-keeping. 

DATA  PROCESSING 

Computerized  auditing  of  timerolls  and  the  maintaining  of  sick  leave  and 
vacation  accounts  of  employees  is  forthcoming  and  the  staff  of  the  Timeroll 
Audit  Unit  is  making  a  concerted  effort  to  update  records  and  keep  them 
current  for  the  transition  from  manual  to  computerized  record-keeping. 
Currently,  the  Controller's  staff  has  created  a  Payroll  Division  (PPSD)  to 
develop  an  automated  payroll  personnel  system;  it  Is  anticipated  that  within 
three  to  five  years  a  fully  Integrated,  automated  system  will  be  available  for 
Civil  Service  record-keeping  purposes. 

TIMEROLL  AUDIT 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1985-86 


Employees  on  Timerolls  27,000 

Timerolls  Audited  3,200 

Requisitions  5.472 

Personnel  Transactions  Recorded  28,875 

(i.e.  appointments,  separations, 
reassignments ,  in-lieu  payments, 
leaves,  suspensions) 
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Finally,  the  testing  program  Is  ultimately  measured  by  the  operating 
department's  evaluation  of  persons  employed  from  eligible  lists.  Every  six 
months  a  survey  Is  conducted  to  elicit  feedback  regarding  new  employees  from 
line  supervisors.   In  1985-86  98X  of  those  supervisors  surveyed  reported  that 
new  employees  were  excellent  or  satisfactory.  That  measure  of  satisfaction 
validates  the  efforts  of  the  examination  program,  and  serves  as  a  clear 
Indicator  of  the  current  success  of  the  program  1n  selecting  the  best 
candidates  for  municipal  employment. 

The  sections  below  briefly  highlight  the  programs  of  the  several  Civil 
Service  line  examination  units. 


TEAM  1 

A  number  of  the  examinations  completed  by  Team  #1  focused  on  various 
aspects  of  the  Criminal  Justice  System.  Particular  reference  is  made  to  the 
Courts,  the  Police  Department  and  the  Adult  and  Juvenile  Probation  Departments. 

Three  examinations  in  the  Deputy  Clerk  series  provided  the  Municipal  Court 
operations  with  permanent  supervisory  and  middle-management  staffing,  as  well 
as  senior-level  clerical  support. 

In  reference  to  the  Police  and  to  the  Probation  Department,  the 
examination  for  Class  8239  Senior  Police  Communications  Dispatcher  was 
administered  for  the  first  time  this  year.  The  resulting  eligible  list 
enabled  the  Police  Department  to  appoint  permanent,  first-line  civilian 
supervisors  in  the  Communications  Division.  The  Probation  Department  eligible 
lists  were  adopted  for  Class  8442  Senior  Probation  Officer,  Juvenile  Court, 
Class  8414  Supervising  Probation  Officer,  Juvenile  Court,  and  Class  8434 
Supervising  Adult  Probation  Officer.  In  addition,  the  examination  for  Class 
8442  Senior  Probation  Officer,  Adult  Probation  was  prepared  and  administered. 

Other  examinations  concerned  a  variety  of  City  services:  some  eligible 
lists  provided  permanent  staffing  in  programming  areas  of  the  data  processing 
field;  materials  management  was  the  focus  of  the  examination  administered  for 
the  new  classification  1944  Materials  Coordinator;  the  School  District's 
Integration  program  with  the  community  was  reinforced  through  the  examination 
completed  for  Class  2977  Education  Integration  Specialist;  and  Class  1407 
Senior  Equilization  Clerk  was  another  examination  that  focused  on  direct 
service  to  the  community. 

Three  examinations  were  administered  for  positions  that  affect  the 
artistic  and  cultural  life  In  the  Bay  Area.  Reference  is  made  to  Classes  3542 
Curator  II,  3544  Curator  III  and  Class  7377  Stage  Electrician. 
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TEAM  2 

Team  2's  examination  program  was  comprised  of  a  wide  variety  of 
classifications.  Although  the  range  Included  professional,  technical, 
supervisory,  management/administrative,  crafts,  and  clerical  examinations  for 
various  City  Departments,  emphasis  was  on  exams  for  the  following 
departments:  City  Planning  (11  exams).  Department  of  Public  Health  (5  exams), 
Department  of  Public  Works  (5  exams),  and  the  Fire  Department  (4  exams). 

Team  2  Is  also  responsible  for  the  Clerical  Examination  Program  which  Is 
administered  on  a  continuous  basis  In  cooperation  with  the  Community  College 
District.  Through  this  program  candidates  are  tested  for  Clerk  Typist.  Senior 
Clerk  Typist,  Legal  Stenographer,  and  Secretary  I/II  positions. 

In  total.  Team  2  was  responsible  for  producing  130  eligible  lists  with 
1877  ellgibles  In  fiscal  year  1985-86. 

The  supervision  of  the  Clerical  Support  Unit  Is  also  the  responsibility  of 
Team  2.  This  section  provides  information  to  employees  and  the  public,  as 
well  as  such  support  services  as  typing  of  examination  materials,  maintaining 
courtesy  cards,  and  handling  of  examination  Inspections. 

TEAM  4 

Team  4  produced  26  eligible  lists  this  year,  and  for  the  second 
consecutive  year,  all  examinations  were  completed  without  any  protests  heard 
by  the  Civil  Service  Commission.  In  addition  to  the  26  eligible  lists  posted, 
work  included  a  number  of  new  and  different  assignments. 

One  team  member  was  involved  in  an  extensive  classification  assignment  at 
the  Port  of  San  Francisco  during  which  she  updated  some  13  class 
specifications  and  developed  new  specifications  for  2  new  classes  in  the 
Port's  Crane  Maintenance  Department. 

A  particularly  Innovative  project  which  Team  4  completed  was  the 
development  of  a  Candidate's  Report  on  Examination  form  and  an 
Oral /Performance  Examination  Panel  Questionnaire.  These  are  questionnaires 
given  to  candidates  and  oral  panel  members,  respectively,  to  solicit  their 
comments  on  our  selection  procedures,  in  the  hope  that  such  feedback  will  help 
improve  future  examinations. 

New  to  our  team  this  year  was  involvement  with  Assessment  Center 
techniques  in  selection.  The  Departmental  Personnel  Officer  series,  handled 
by  a  consultant  with  support  from  the  staff,  used  Assessment  Center 
methodology  to  produce  3  eligible  lists.  In  addition,  one  member  of  the  team 
was  trained  and  served  as  a  rater  in  an  Assessment  Center-type  examination 
held  by  the  City  of  Oakland. 
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Overall,  fiscal  year  1985-86  proved  to  be  a  productive  and  stimulating 
year. 


TEAM  5 


The  Contract  Examination  Unit  works  with  expert  professional  consultants 
who  undertake  job  analyses  and  prepare  examinations.  This  unit  processes 
examinations  In  sensitive  and  difficult  areas  which  require  considerable 
psychometric  expertise.  The  unit  also  works  on  a  limited  number  of 
examinations  In-house. 

Eligible  lists  adopted  during  the  year  include  Fire  Department  Captain  and 
Investigator,  Senior  Deputy  Sheriff,  five  lists  in  the  Administrative 
Analyst/Management  Assistant  series,  three  Auditor  and  two  Systems  Accountant 
lists,  two  building  trades  classifications,  and  a  bi-lingual  Police 
Communications  Dispatcher  list  designed  to  meet  community  needs  for  emergency 
services.  In  addition,  a  classification  study  of  the  Worker's  Compensation 
Division  of  the  Retirement  System  was  completed  which  will  result  In  five 
examinations  in  the  next  fiscal  year. 

Work  in  progress  Includes  the  Fire  Department  Lieutenant  and  Investigator, 
currently  delayed  by  litigation,  two  promotional  Accountant  classifications. 
Senior  Civil  and  Principal  Engineer,  Assistant  Chief  and  Battalion  Chief,  Fire 
Department,  five  Retirement  System  examinations,  and  Departmental  Personnel 
Director. 

TEAM  6 


A  new  examination  team  was  assembled  in  October,  1985.  Team  6,  composed 
of  four  analysts  and  one  supervisor,  developed  and  administered  general  city 
classification  examinations.  Every  analyst  in  the  new  unit  exceeded  the 
minimum  MBO  production  level.  Team  6  worked  cooperatively  with  varied  city 
department  representatives  in  understanding  and  translating  their  needs  and 
concerns  into  professional  and  job-related  selection  procedures.  The  exam 
load  varied  in  level  of  responsibility  of  the  positions  (from  department  heads 
to  unskilled  workers),  volume  of  candidates,  affirmative  action 
considerations,  and  types  of  appropriate  selection  devices.  The  team 
developed  and  administered  exams  for  four  supervisoral  classes  in  the  City 
Planning  Department;  three  section  heads  in  the  School  District  Facilities 
Planning  Division,  two  Museum  conservator  positions,  the  Assistant  and  Manage)' 
of  the  Marina,  the  Chief  Deputy  and  Recorder  for  the  city,  three  Registrar  of 
Voter  classes,  four  Recreation  and  Park  classes,  and  fifteen  additional 
classes. 
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ACCELERATED  TESTING  PROGRAM 


In  fiscal  year  1985-1986,  the  Accelerated  Testing  Program  (ATP)  Unit 
completed  examinations  resulting  In  64  eligible  lists  and  over  1,800  eliglbles 
available  for  placement  throughout  the  City.  The  classifications  for  which 
examinations  were  given  ranged  from  Cable  Splicer  to  Deputy  Superintendent  of 
Building  Inspection. 

During  the  year,  the  unit  worked  on  examinations  for  City  departments 
including  the  Airport,  Controller's  Office,  Library,  Central  Purchasing, 
Public  Works,  and  Public  Health.  Written  examinations  were  administered  for 
large  clerical  classes  including  Clerk  and  Account  Clerk,  and  for  technical 
classes  including  Water  Quality  Chemist,  Radio  Technician,  Library  Technical 
Assistant,  Electronic  Instrument  Technician,  Document  Examining  Supervisor, 
and  Animal  Keeper.  Performance  examinations  were  administered  for  crafts 
classes  including  Tree  Topper,  Welder,  and  Airport  Electrician.  Oral 
examinations  were  conducted  for  supervisory,  professional,  management,  and 
administrative  classes  including  Administrative  Chef,  Patient  Accounts 
Supervisor,  Junior  Civil  Engineer,  Building  Plans  Engineer,  Deputy 
Superintendent  of  Building  Inspection,  and  Supervisor  of  Labs,  Water  Pollution 
Control . 

The  unit  also  conducted  on-campus  recruiting  and  oral  examinations  at  Bay 
Area  universities  for  the  Junior  Civil  Engineer,  Assistant  Civil  Engineer,  and 
Assistant  Traffic  Engineer  classes.  The  inclusion  of  graduating  college 
seniors  in  the  process  will  assist  the  City  in  the  recruitment  and  placement 
of  well-qualified  technical  personnel.  Flexible  staffing  lists  for  these 
classes  were  created  to  allow  eligibles  to  promote  from  entrance  level 
classifications  to  the  next  level  in  the  series  upon  the  successful  completion 
of  one  year's  service  without  further  assembled  examination  . 

PUBLIC  UTILITIES  COMMISSION 

The  Public  Utilities  Exam  Unit  conducted  24  exams  that  were  PUC  specific 
and  which  resulted  in  807  eligibles.  Three  exams  were  held  for  the  first 
time,  specifically  Security  Service  Manager,  PUC,  Maintenance  Controller  and 
Senior  Maintenance  Controller. 

Four  exams  were  held  for  Water  Department  classes  which  included  Water 
Purification  Division  Manager  and  Assistant  as  well  as  Senior  and  Principal 
Water  Services  Clerk.   The  exam  for  Water  Purification  Division  Manager  was 
held  after  an  extensive  two  year  recruitment  effort  for  qualified  candidates. 

Eligible  lists  were  adopted  for  a  variety  of  classes  at  MUNI  Railway,  most 
to  which  were  in  the  maintenance  division.  These  included  lists  for 
Supervising  Electronics  Maintenance  Technician  and  Assistant  Supervisor, 
Signal  System  Maintenance  Superintendent,  Transit  Equipment  Engineer  and 
Signal  Systems  Engineer. 
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During  this  year,  the  examination  for  Transit  Operator  was  further  refined 
to  Include  an  English  Proficiency  exam.  For  the  first  time,  an  eligible  list 
for  part-time  only  employments  was  established  for  Transit  Operator.   It  1s 
hoped  that  this  will  expedite  the  certification  process  for  part-time 
positions. 
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HANAGEHENT  DEVELOPMENT  UNIT 


MANAGEMENT  TRAINING 

The  primary  mission  of  the  Management  Development  Unit  Is  to  provide 
developmental  programs  to  the  three  levels  of  management  In  all  City 
departments.   It  Is  our  philosophy  and  practice  to  incorporate  in  our  programs 
the  same  concepts  for  all  management  personnel,  with  modifications  and 
applications  appropriate  to  different  levels,  so  that  each  department  has  the 
potential  to  develop  effective  management  teams  throughout  the  organization. 

The  following  curriculum  of  programs  1s  now  available: 

Programs  for  Executives  and  Senior  Managers: 

Participants  are  nominated  by  the  Appointing  Officer 


1)  Managing  Motivation  for  High  Performance 

2)  Managing  Decision  Making 

3)  Managing  Effective  Meetings 

4)  Behavioral  Events  Selection  Interview 

5)  Managing  Goals  and  Time 

Programs  for  Mid-Managers: 

Participants  are  nominated  by  the  Appointing  Officer 

1)  Managing  Motivation  for  Effective  Performance 

2)  Managing  Effective  Meetings 

3)  Behavioral  Events  Selection  Interview 

4)  Managing  Goals  and  Time 

Programs  for  First  Line  Managers: 


(4-day  program) 

(3-day  program) 

(2-day  program) 

(2-day  program) 

(1-day  program) 


(5-day  program) 

(2-day  program) 

(2-day  program) 

(1-day  program) 


Interested  persons  register  through  their  departmental  liaison. 


Announcements  and  Registration  forms  are  sent  to  liaisons  for 
publication  six  weeks  before  each  quarter. 


1)  Improving  Managerial  Effectiveness 

2)  Situational  Leadership 

3)  Improving  Communications  Skills 

4)  Performance  Counseling 

5)  Planning  for  Results 

6)  Time  Management 

7)  Performance  Appraisal 

8)  Stress  Management 


(3-day 
(2-day 
(2-day 
(1-day 
(1-day 
(1-day 
(1-day 
(1-day 


program) 
program) 
program) 
program) 
program) 
program) 
program) 
program) 
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PROGRAM  OUTPUT  7/1/85  -  6/30/86 

Executive  programs 

Participants  In  9  seminars  151 

Mid-Management  programs 

Participants  In  6  seminars  81 

First  level  programs 

Participants  in  58  seminars  941 

Mr.  James  Harvey,  Chief  Executive  Officer  of  Transamerica  Corporation, 
very  generously  continues  to  provide  the  facilities  at  Transamerica 
Headquarters  for  our  executive  programs. 

In  quarterly  registrations  for  all  programs,  there  are  many  more  managers 
than  we  can  accommodate  because  training  space  is  limited  to  one  room.  We 
continue  the  effort  to  obtain  additional  appropriate  training  facilities  In 
order  to  accommodate  the  number  of  managers  who  wish  to  attend  the  programs. 

The  new  program  for  mid-managers,  initiated  in  February  1985,  has  been 
very  well  received.  It  is  the  same  program  offered  to  Appointing  Officers  and 
senior  level  managers.  One  year  after  attending,  participants  and  the  people 
who  report  directly  to  them  are  re-surveyed  in  the  areas  of  managerial  style 
and  organizational  climate.  There  is  then  a  follow-up  session  in  which  the 
participants  process  this  data.  The  seminar  is  conducted  by  two  of  our 
Training  Officers  who  have  been  trained  and  certificated  by  McBer  and  Company 
who  developed  the  program. 

PERFORMANCE  APPRAISAL 

The  Management  Development  Unit  Is  responsible  for  the  Performance 
Appraisal  System  in  all  departments.  Training  sessions  are  offered  on  a 
continuous  schedule  and  are  also  conducted  In  departments  to  accommodate  large 
numbers  of  participants. 

Periodic  audit  of  the  system  is  essential  to  ensure  that  reports  are 
generated  and  returned  on  schedule  and  that  the  content  of  reports  is  valid 
and  reliable.  The  audit  also  Identifies  training  needs  which  the  Unit 
responds  to  as  quickly  as  possible. 

Because  the  request  for  an  additional  Training  Officer  to  do  this  work  has 
not  been  granted,  a  staff  member  from  another  CSC  Unit  has  been  on  temporary 
special  assignment  to  the  Management  Development  Unit  to  perform  audits.   This 
special  assignment  is  scheduled  to  end  in  September  1986. 

The  Performance  Appraisal  Report  form  and  the  Handbook  of  Instructions  and 
Procedures  are  currently  being  revised.   The  revision  should  be  completed  by 
November  1986,  at  which  time  copies  of  both  will  be  distributed  to  all 
supervisory  personnel  in  the  City. 
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PROGRAM  OUTPUT  7/1/85  -  6/30/86 

Departments  audited  42 

OTHER  ACTIVITIES 

1.  A  member  of  our  staff  conducted  a  session  in  Communications  for  the  Bay 
Area  Clerks  of  Boards  of  Supervisors  in  October  and  was  invited  to  make 
the  same  presentation  at  the  Annual  Conference  of  California  Clerks  of 
Boards  of  Supervisors  in  November. 

2.  The  Unit  sponsored  a  one  day  Symposium  for  Project  Managers  in  November. 
Consultants  reported  on  an  extensive  survey  of  Project  Managers  in  other 
governmental  agencies  and  private  industry  which  identified  the  management 
characteristics  of  those  who  most  effectively  manage  large  projects. 

3.  The  Unit  sponsored  and  funded  a  two-day  seminar,  Negotiating  Strategies 
and  Skills,  on  May  12-13,  1986  for  members  of  the  Council  of  Human 
Resource  Managers.  This  subject  area  was  identified  as  the  highest 
priority  for  training  through  a  needs  assessment  conducted  by  the  CHRM 
Professional  Development  Committee  in  October.  Participants  were  those 
personnel  officers  who  are  currently  responsible  for  negotiating  MOU's  and 
contracts.  Dr.  Edward  Caprillan  of  the  faculty  of  USC's  Sacramento  Public 
Affairs  Center  conducted  the  seminar. 

4.  The  Unit  completed  its  assistance  to  SFGH  Nursing  Administration  by 
providing  a  series  of  our  four  basic  managerial  skills  seminars  to  all 
Supervisory  and  Head  Nurses.  An  additional  workshop  in  Performance 
Counseling  was  conducted  as  well  as  re-surveying  and  a  follow-up  session 
in  Situational  Leadership. 

5.  A  member  of  our  staff  serves  as  the  department  coordinator  to  the  City 
Hall  Telephone  Users  Group.  This  group  has  been  formed  to  perform  a 
variety  of  liaison  activities  with  the  Department  of  Public  i^orks  and  AT&T 
to  facilitate  the  installation  of  the  new  telephone  system  for  City  Hall. 

6.  The  Director  worked  with  the  Director  of  Personnel,  Civil  Service 
Commission,  City  of  Columbus,  Ohio  to  develop  a  Performance  Appraisal 
System  which  the  Mayor  and  City  Council  has  mandated  to  be  implemented  by 
June,  1986.  The  Personnel  Analyst  in  charge  of  the  project  came  to  San 
Francisco  for  a  week  during  which  we  worked  intensively  to  design  the 
framework  of  the  system,  form,  procedures  and  training.  The  City  of 
Columbus  will  use  our  Management  Performance  Evaluation  form  and  system. 
The  Director  continues  to  act  in  an  advisory  capacity  as  the  program 
progresses. 
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im  EHPWTHENT  OPPORIONITy 


During  fiscal  year  1985-86  the  Equal  Employment  Opportunity  Unit  has 
embarked  on  three  new  major  program  areas.  The  coordination  of  Civil  Service 
Rule  34  (employment  of  the  severely  disabled),  city-wide  E.E.O.  training,  and 
the  development  of  apprenticeship  programs  for  women,  pursuant  to  an  addendum 
to  the  City's  affirmative  action  plan  approved  by  the  Board  of  Supervisors  and 
the  Civil  Service  Commission.  These  new  programs  represent  a  major  commitment 
on  the  part  of  the  City  and  will  have  far  reaching  impact  for  the  Identified 
target  groups. 

AFFIRMATIVE  ACTION  PLANS 

During  the  fiscal  year,  the  Civil  Service  Commission  updated  the  city-wide 
Affirmative  Action  Plan  by  adopting  an  addendum  to  Increase  the  representation 
of  women  in  "non-traditional"  jobs  within  the  City  and  County  of  San 
Franclso.  The  plan  establishes  goals  for  women  in  skilled  craft,  blue  collar, 
and  apprentice  positions.  It  proposes  actions  to  make  the  City  and  County  a 
positive  work  environment  for  women,  to  develop  new  training  programs,  to 
increase  outreach  and  recruitment  efforts,  and  to  retain  the  women  hired  in 
non-traditional  jobs.  Also,  each  department  was  directed  by  the  Civil  Service 
Commission  to  establish  an  MBO  goal  addressing  this  program  area. 

The  EEO  Unit  also  assisted  21  departments  to  update  their  departmental 
affirmative  action  goals.  These  updated  goals  will  be  reviewed  along  with 
other  affirmative  action  program  actions  in  in-depth  monitoring  activities 
scheduled  for  next  fiscal  year. 

ORAL  AUTHORIZATIONS 

The  Civil  Service  Commission's  EEO  Unit  continues  to  receive  and  review 
requests  by  departments  to  make  temporary  appointments  when  there  is  no 
available  eligible  list.  Each  request  is  monitored  for  an  approved 
requisition,  available  candidates  from  eligible  lists  or  examination  pools, 
qualifications,  employabi 1 i ty  restrictions  on  the  the  candidate,  and  most 
importantly,  for  affirmative  action  compliance. 

In  fiscal  year  85-86,  2429  oral  authorizations  for  temporary  employment 
were  approved.  57.67.  of  these  appointments  were  minority;  48.4%  were  women. 

ANNOUNCEMENT  REVIE^JS 

167  examinations  announcements  prepared  by  the  various  examination 
sections  were  reviewed  by  the  EEO  Unit  prior  to  issuance  of  the 
announcements.  The  announcements  and  examination  plans  are  reviewed  for 
compliance  with  equal  employment  opportunity  guidelines  to  ensure  against 
negative  impact  on  minority  and  female  applicants.  Recruitment  plans  were 
prepared  for  classes  requiring  minority/female  recruitment. 
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Five  requests  for  examinations  to  be  limited  to  promotive  candidates  were 
reviewed  by  EEO  Unit  staff  for  affirmative  action  considerations. 

RECRUITMENT 

The  EEO  Unit  conducted  aggressive  outreach  activities  to  recruit 
minorities  and  women  for  53  Civil  Service  examinations.  Professional  and 
administrative  examinations  Included  Planners,  Civil  Engineers,  Training 
Officer,  Chief  Deputy  Recorder,  and  Business  Manager  for  Juvenile  Court. 
Examinations  for  skilled  craft  classifications  that  included  EEO  Unit 
recruitment  were  Stationary  Engineer,  Plumber,  Electrical  Transit  Mechanic, 
Automotive  Mechanic  and  Stationary  Engineer  Apprentice. 

EEO  Unit  staff  attended  minority  recruitment  job  fairs  at  the  University 
of  California,  Berl<,eley,  San  Jose  State  University,  Stanford  University,  Bay 
Area  Urban  League,  Downtown  Community  College,  Mission  Community  College  and 
Sonoma  State  University. 

EQUAL  EMPLOYMENT  OPPORTUNITY  REPORTS 

The  Civil  Service  Equal  Employment  Opportunity  Unit  continues  to 
coordinate  workforce  composition  data  and  EEO  reports  for  state  and  federal 
reporting,  affirmative  action  plans,  recruitment  targeting,  and  numerous  other 
uses.  In  addition  to  reports  on  Civil  Service  employments  by  class,  status, 
race,  sex,  department  and  occupation,  this  fiscal  year  the  EEO  Unit  collected 
Information  and  compiled  reports  on  employee  disabilities. 

HANDICAP  SURVEY 

In  October  1985  the  EEO  Unit  staff  completed  a  city-wide  survey  to 
Identify  the  number  of  Civil  Service  employees  with  disability  handicaps. 
Approximately  29,000  surveys  were  distributed  and  approximately  29% 
responded.  Of  the  8,109  responses,  524  (7%)  Identified  themselves  as 
disabled.  The  types  of  handicaps  identified  by  the  respondents  break  down  as 
fol lows : 

Visual  72 

Hearing  84 

Speech  12 

Physical  191 

Developmental  27 

Other  198 
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RULE  34  PROGRAM 

In  response  to  the  passage  of  Proposition  A,  Civil  Service  designed  and 
adopted  Rule  34  on  February  3,  1986.  Rule  34  provides  for  a  program  for  the 
exempt  employment  of  Individuals  who  are  severely  disabled.  An  appointing 
officer  or  a  representative  of  a  department  may  choose  to  designate  an 
entry-level  position  to  be  filled  by  an  exempt  appointee  under  the  terms  of 
Rule  34.  Appointees  must  meet  the  minimum  qualifications  for  the  position  and 
the  established  criteria  for  a  severe  disability.  After  one  full  year  of 
satisfactory  work  performance,  the  appointees  are  advanced  to  regular 
permanent  Civil  Service  status. 

The  Civil  Service  EEO  Unit  is  responsible  for  coordinating  the 
recruitment,  selection,  appointment,  and  evaluation  processes  for  Rule  34 
designated  positions.  The  coordinating  function  includes  reviewing 
departments'  requests,  posting  job  announcements,  notifying  organizations  that 
provide  services  to  the  disabled,  scheduling  department  interviews,  and 
ensuring  that  appointments  and  performance  evaluations  are  processed  properly 
and  in  a  timely  manner. 

For  Fiscal  Year  1985-86,  the  EEO  staff  conducted  four  orientation  sessions 
to  introduce  departmental  appointing  officers  to  the  program  and  to  explain 
the  procedures  established  to  implement  Rule  34.  A  total  of  forty-five 
representatives  from  twenty  departments  attended  the  sessions.  Additionally, 
the  EEO  staff  arranged  for  the  Department  of  Rehabilitation  to  provide  two 
sensitivity  training  sessions  for  department  personnel  employees. 
Approximately  forty  employees  attended  the  Windmills  Attitudinal  Training 
Program. 

During  the  fiscal  year,  the  EEO  Unit  received  four  requests  to  designate 
positions  for  the  Rule  34  program.  By  the  end  of  the  fiscal  year,  two  Rule  34 
appointments  had  been  made.  All  of  the  designated  positions  were  entry-level 
clerical  classifications;  the  designating  departments  were  Public  Health 
(Laguna  Honda  Hospital  and  Health  Center  #2),  Asian  Art  Museum  and 
Controller.  Based  on  positive  reactions  to  the  program  during  the  orientation 
sessions,  EEO  staff  expects  an  increase  in  requests  for  Rule  34  designated 
positions  for  Fiscal  Year  1986-87. 

DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  Unit  continued  to  administer  the  Civil 
Service  Commission's  internal  discrimination  complaint  resolution  process. 
During  Fiscal  Year  1984-85,  seventy-seven  (77)  complaints  were  filed  under 
Civil  Service  Rule  One,  Section  1.03F.,  allowing  for  rectification  of  these 
Issues  as  mandated  by  Charter.  Considerable  staff  time  and  resources  were 
spent  on  the  investigation,  conciliation  and/or  adjudication  of  these  charges. 
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Concurrently,  the  Equal  Employment  Opportunity  Unit  received  sixty-two 
(62)  complaints  filed  with  the  U.S.  Equal  Employment  Opportunity  Commission 
and/or  the  California  Department  of  Fair  Employment  and  Housing.  The  staff 
provided  technical  assistance  to  City  departments  regarding  State  and  Federal 
E.E.O.  requirements  and  assisted  departmental  personnel  at  Fact  Finding 
conferences,  on-site  monitoring  reviews  and/or  negotiation  of  settlement 
agreements. 

BILINGUAL  PROGRAMS 

The  EEO  Unit  reviews  requests  from  departments  to  require  a  specified 
non-English  second  language  proficiency  as  a  condition  of  employment  for  a 
particular  position.  Such  a  bilingual  requirement  is  called  a  "bilingual 
waiver"  and  is  used  by  departments  to  ensure  the  provision  of  services  to  San 
Francisco's  non-English  proficient  population.  The  requesting  department  must 
submit  supporting  documentation  to  justify  the  designation  of  a  specific 
bilingual  proficiency  as  an  additional  minimum  requirement  of  that  particular 
position. 

Upon  approval,  any  applicant  selected  for  such  a  position  must 
successfully  complete  an  oral  proficiency  examination  coordinated  by  the  EEO 
Unit.  Certification  of  language  proficiency  determines  an  otherwise-qualified 
applicant's  eligibility  for  a  specific  bilingual  waiver  position. 

During  fiscal  year  1985-86,  approximately  one  hundred  thirty  requests  for 
bilingual  waivers  were  reviewed  by  the  EEO  Unit. 

The  EEO  Unit  also  coordinates  bilingual  testing  for  employees  occupying 
designated  bilingual  positions.  These  tests  are  conducted  to  assure  that 
individuals  holding  these  positions  are  proficient  in  the  second  language. 
Successful  completion  of  the  exam  certifies  the  employee's  eligibility  for 
Interpreter-Translator  pay. 

During  fiscal  year  1985-86,  there  were  forty-seven  (47)  bilingual 

proficiency  exams  administered.  These  exams  were  administered  in  the 

following  languages:  Cantonese  (14),  Mandarin  (5),  Cantonese/Mandarian  (1), 
Spanish  (7),  and  Vietamese  (6). 
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CERTIFICATION 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
ellglbles  (eligible  lists).  When  a  personnel  requisition  Is  received  In  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  1s  canvassed  and 
the  name  or  names  of  the  ellglbles  under  the  Rule  of  Three  (3)  or  by  selective 
certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.  When  an  eligible  is  appointed,  the 
Certification  Unit  validates  the  appointment. 

In  November,  1979,  Proposition  C  was  approved  by  the  electorate  which 
amended  Charter  Section  8.329  as  to  the  rights  of  temporary  employees  to 
permanent  positions.  This  amendment  as  implemented  by  Civil  Service  Rules, 
provides  for  selective  certification  In  that  employees  certified  to  temporary 
positions  from  an  eligible  list  who  had  satisfactory  service  with  the  City  for 
six  months  or  for  another  designated  time  period  would  be  entitled  to  be 
appointed  to  a  permanent  position  in  that  same  class  before  persons  having 
higher  rank  who  had  not  been  appointed  to  a  permanent  City  position. 

CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1985-86 

Eligibles  Certified  8,103 

Appointments  Validated  6,331 

Separations  Recorded  6,646 

Number  of  Eligibles  on  New  Lists                  9,269 

Number  of  Eligibles  on  All  Lists                  31,853 
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MANAGEMENT  INFORMATION  SERVICE 


The  Management  Information  Service  Unit  Is  responsible  for  developing 
automated  systems  which  include  data  base  and  word  processing  applications  for 
all  sections  of  the  Civil  Service  Commission.   In  fiscal  year  1985-86,  forty 
clerical  and  secretarial  and  sixty  professional  staff  received  word  processing 
training  for  skill  levels  commensarate  with  their  duties.  Forty  five  staff 
members  received  additional  training  and  now  actively  participate  in  major 
data  processing  applications.  Workstations  in  the  agency  now  number 
forty-eight.  Continuing  staff  development  and  increased  access  to 
workstations  is  a  high  priority  of  MIS  planning.   In  addition,  the  MIS  Unit 
works  with  other  City  departments  involved  with  city-wide  personnel 
activities.  During  the  past  fiscal  year  in  conjunction  with  the  Controller's 
PPSD  group,  a  new  timeroll  audit  exception  reporting  system  was  installed. 

MIS  automated  systems  now  include  the  following  applications: 


Affirmative  Action  Tracking 

Appl icant  Tracking 

Appointment  Processing 

Annual  Salary  Ordinance 

Certification  Tracking 

Eligible  Inventory 

Examination  Status 

Requisition  Inventory 

Salary  Standardization  Ordinance 

Salary  Survey 

Civil  Actions  Limiting  Employment  Eligibility 
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ADHINISTWTIVE  SERVICES 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Section  provides  Information  and  interpretation 
to  City  departments,  employees  and  the  general  public  on  Civil  Service  rules 
and  regulations,  Civil  Service  provisions  of  the  Charter,  and  other 
personnel-related  ordinances  and  documents.  This  unit  reviews  and  approves  or 
recommends  to  the  Civil  Service  Commission  on  a  wide  variety  of  personnel 
matters,  including  leaves  of  absence,  reductions  in  force  and  other  issues 
which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil  Service 
offices.  In  addition,  this  section  develops  and  revises  personnel  practices, 
policies,  rules,  forms  and  procedures.  Unit  staff  represent  Civil  Service  in 
meet  and  confer  negotiations  with  employee  organizations. 

Another  function  of  this  unit  includes  preparation  of  staff  reports  on 
behalf  of  City  departments  to  the  Civil  Service  Commission.  Topics  of  staff 
reports  include  limited  tenure  appointments,  extension  of  holdover  rights, 
status  grants,  near  list  appointments,  non-Civil  Service  separations,  medical, 
criminal,  and/or  background  rejections,  etc. 

Two  new  projects  were  begun  during  the  fiscal  year.  The  Civil  Service 
Commission  approved  staff's  recommended  records  storage  program  which  resulted 
in  a  departmental  policy  for  storage  and  destruction  of  records,  as  well  as 
the  destruction  of  2200  boxes  of  out-dated  materials.  This  action  improved 
access  to  essential  records  which  have  been  retained  and  reduced  costs  because 
an  off-site  storage  area  is  no  longer  needed.  A  city-wide  personnel  policy 
and  procedures  manual,  the  second  project,  was  developed  and  the  first 
sections  were  distributed  at  the  start  of  fiscal  year  1986-87.  Work  on  this 
project  will  continue  throughout  the  coming  year. 

Supervision  and  coordination  of  the  Certification  and  Mail  and 
Reproduction  Services  Units  are  other  functions  of  the  In-Service  Activities 
Section. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as 
fol lows : 

1.  Print  forms,  examinations,  reports,  training  materials  and  employment 
information,  etc. 

2.  Disseminates  official  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 
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3.  Picks  up  Inter-department  business  materials,  sorts  and  delivers  to 
proper  destinations.  These  destinations  include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  Incoming  mail. 

5.  Picks  up,  sorts  and  expedites  outgoing  mall. 
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U.S.  MAIL 


INCOMING: 


OUTGOING: 


INTERDEPARTMENTAL  MAIL: 


(CSC  7  City  Departments) 


MAIL  DISTRIBUTION  BY 

MAIL  AND  REPRODUCTION  UNIT 

FOR  1985-1986  FISCAL  YEAR 


NO.  OF  PIECES 

119.438 

62,300 

91,884 


REPRODUCTION  1985-1986 


No.  of  Printing 

Units 

Impressions 

Admini  stration 

860,159 

Certification 

87.790 

Classification 

40,155 

EEO 

105,565 

Salary 

12,200 

Timeroll  Audit 

18,000 

Training 

123,985 

Management  Informatior 

1  Service 

58.685 

Subtotal 

1,306.539 

Examination  Units 

Civil  Service 

Commi  sslon 

1,293,238 

Airport  (Decentralized) 

9,500 

DPH  (Decentral 

ized) 

189,370 

DSS  (Decentral 

Ized) 

8,600 

Subtotal 

1,500,708 

Grand  Total 

2.807.247 

Per  Cent 
Of  Work 

30.64 

3.13 

1.43 

3.76 

.44 

.64 

4.41 

2.09 

46.54 

46.06 

.34 

6.75 

.31 

53.46 

100.00 
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MWTS  COHHISSION  DECENMLUEO  PERSONNEL  UNIT 


The  Airport  Decentralized  Personnel  Unit,  with  a  staff  of  two 
professionals  and  a  Personnel  Technician,  perform  work  under  a  general ist 
personnel  concept. 

This  Unit  is  responsible  for  recruitment  and  examination  activities  for 
all  Airport  classified  civil  service  positions,  Including  the  preparation  of 
examination  announcements,  the  receipt  and  evaluation  of  applications  and  the 
administration  of  examinations,  subject  to  the  review  and  approval  of  Civil 
Service  management  staff. 

In  addition  to  these  major  functions,  the  Unit  also  has  had  responsibility 
for  the  coordination  of  personal  services  contracts  for  Civil  Service 
Commission  approval,  the  coordination  of  all  examination  and  classification 
matters  with  Civil  Service  Commission  staff  Including  the  notification  of 
City-wide  promotional  opportunities  to  Airport  employees,  the  coordination  of 
research  and  preparation  of  reports  on  in-service  activities,  the  presentation 
of  testimony  on  in-service  matters,  and  conducting  special  projects. 

A  major  component  of  the  Airport  Decentralized  Personnel  Unit's  programs 
is  minority  outreach  recruitment.   In  addition  to  recruitment  on  college 
career  days  and  at  job  fairs,  Unit  staff  have  maintained  frequent  contact  with 
community  organizations,  other  counties'  agencies,  and  other  airports  in  an 
effort  to  effectively  reach  greater  numbers  of  qualified  targeted  groups. 

During  the  1985-86  fiscal  year,  three  examinations  were  completed  and 
several  other  examinations  were  initiated.  Twenty  seven  positions  were 
classified,  and  a  variety  of  other  classification  work  was  accomplished  by  the 
Airport  Decentralized  Personnel  Unit. 

A  continuing  goal  of  the  Airport  Decentralized  Personnel  Unit  through  its 
examination  and  classification  programs  is  to  stabilize  the  work  force  by 
facilitating  the  hiring  of  qualified  personnel  on  a  permanent  basis.  The 
hiring  of  permanent  employees  who  have  the  skills  and  abilities  necessary  to 
perform  their  jobs  well  will  be  conducive  to  Increasing  efficiency  in  the  work 
place  and  to  Increasing  safety,  cleanliness  and  convenience  for  the  traveling 
public  at  San  Francisco  International  Airport. 
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PUBLIC  HEALTH  DECENTRALIZED  CIVIL  SERVICE  UNIT 


A  major  accomplishment  of  the  Department  of  Public  Health  Decentralized 
Civil  Service  Unit  during  the  fiscal  year  1985-86  was  the  administration  of 
the  examinations  for  the  Health  Program  Coordinator  series.  This  Involved  the 
administration  of  structured  oral  examinations  and  the  scoring  of  applications 
In  accordance  with  specific  rating  scales.  General  and  specialty  area  lists 
were  established  for  each  of  the  three  levels.  Thus  a  major  Impact  on  the 
limited  tenure  backlog  was  effected. 

EXAMINATION  PROGRAM  OUTPUTS 

1.  Applications  Received  and  Screened:       2989 
(Not  Including  additional  applications  for 

non-Civil  Service  appointments  and  untimely 
appl ications. ) 

2.  Eligible  Lists  123 

3.  Eligibles  for  Lists      1728 

4.  Examination  Announcements  Issued: 

ENTRANCE  10 

COMBINED  15 

5.  Announcements  Reissued 

ENTRANCE  14 

COMBINED  05 

SELECTION  PROCEDURES  ADMINISTERED 

Number  Number  of 

Type  Held  Participants 

Written  Tests  09  210 

Oral  Examinations  99  1596 

Performances/Strength  Tests  16  612 

Training  and  Experience  38  618 

Rated  Application  Review  06  260 

Merit  and  Seniority  Ratings  _51  455 

TOTALS  219  3751 
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CLASSIFICATION 

The  Classification  Team  of  the  Public  Health  Decentralized  Civil  Service 
Unit  conducts  classification  studies  of  positions  throughout  the  Department, 
Including  position  audits  and  organizational  surveys  and  research.  Such 
studies  result  In  the  classification  of  new  positions,  reclassification  of 
existing  positions  and  recommendations  regarding  program  development, 
organization  and  staffing.  Significant  accomplishments  during  fiscal  year 
1985/86  included  undertaking  a  comprehensive  survey  of  approximately  60 
positions  designated  as  Health  Program  Coordinator  as  well  as  Nurse 
Practitioner  positions  with  final  recommendations  anticipated  fiscal  year 
1986/87. 

Staff  also  created  several  new  classifications  and  amended  existing 
classes  in  the  health  series  which  are  reflective  of  trends  within  the  field 
and  Include  classes  such  as  Food  Service  Manager,  Director  of  Admissions  and 
Eligibility,  Laguna  Honda  Hospital,  Senior  Hospital  Associate  Administrator, 
Head  Nurse/Base  Station  Coordinator;  and  Director  of  Staff  Development  and 
Research. 

Finally,  staff  recommended  appropriate  staffing  patterns  for  several 
grant-funded  programs,  including  the  Eldercare  Program  and  Aids  Activity 
Office. 
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SOCIAL  SERVICES  DECEHmilZED  PECTNEL  OMT 

The  Decentralized  Unit  was  established  In  1978  through  a  Memorandum  of 
Understanding  between  the  Department  and  the  Civil  Service  Commission.  The 
Unit  Is  charged  with  developing  and  administering  both  entrance  and 
promotional  examinations  in  the  Eligibility  Worker,  Social  Worker  and 
Child-Welfare  classifications  which  are  commonly  found  In  the  Department  of 
Social  Services.  The  Unit  Is  also  responsible  for  development  and 
administration  of  the  examinations  for  City-wide  Transcriber  Typist  and  Senior 
Transcriber  Typist  classifications. 

During  the  period  July  1,  1985  through  Jun  30,  1986,  the  Unit  output  was 
as  fol lows: 

Examination  Announcements  Issued 

Combined  7 

Examination  Announcements  Reissued 

Combined  1 

Applications  Received  and  Screened  1521 

Eligible  on  Lists  289 

Eligible  Lists  5 


EXAMINATION  TYPE 


Number  of  Exams 
Admlni  stered 


Written  2 

Oral  Appraisal  5 
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City  and  County  of  San  Francisco  Civil  Service  Commission 


August  14.  1987 


The  Honorable  Dianne  Felnstein 
Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  City  Hal  1 
San  Francisco,  CA  94102 


Dear  Mayor  Felnstein: 


On  behalf  of  the  members  of  the  Civil  Service  Commission  and  its  staff,  I 
am  pleased  to  transmit  the  Annual  Report  of  the  Civil  Service  Commission  for 
the  fiscal  year  1986-87. 

This  has  been  a  year  of  achievement  as  indicated  by  the  meeting  of  most 
Management  by  Objective  targets  and  by  Internal  improvements  less  subject  to 
quantification.  Following  are  highlights  of  several  accomplishments  of  your 
Commission  which  are  described  in  this  report: 

I.  Departmental  Administration  -  Civil  Service  Commission  Rule  Change 

In  response  to  a  long  felt  need  by  Commissioners,  staff  and 
departmental  representatives  alike.  Civil  Service  Commission  Rules  6 
-  Separation  Hearings,  and  33  -  Resignations,  were  amended  so  that 
discharges  and  certain  resignations  are  no  longer  automatically 
calendared  for  review  by  the  Commission.  This  will  save  untold 
hours  of  worktime  of  personnel  officers,  managers  and  supervisors, 
all  of  whom  in  the  past  had  to  attend  Commission  meetings  on  the 
chance  that  the  terminated  employee  might  appear.  It  also 
eliminates  the  necessity  for  members  of  the  Commission  to  review 
dozens  of  detailed  files  in  preparation  for  Commission  meetings  when 
only  two  or  three  cases  are  actually  heard. 

II.  Equal  Employment  Opportunity  Unit 

By  the  end  of  the  fiscal  year,  twenty-nine  (29)  severely  disabled 
individuals  had  been  appointed  under  Civil  Service  Commission  Rule 
34  -  Exempt  Employment  of  Severely  Disabled  Individuals,  and  two 
appointees  had  advanced  to  permanent  Civil  Service  status. 

Seventy-seven  (77)  discrimination  complaints  were  registered.  This 
number  is  down  from  90  the  previous  year.  It  is  probable  that  the 
appointment  of  an  Equal  Employment  Opportunity  Training  Officer 
helped  to  reduce  the  number  of  complaints. 

III.  Management  Development  Unit 

1945  City  employees  participated  in  on-going  and  special  training 
programs  and  workshops.  Attention  was  focused  on  the  introduction 
of  a  revised  Performance  Appraisal  Report.  In  addition,  19 
departments  were  audited  as  part  of  continuing  review  of  the 
performance  appraisal  system. 
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IV.   Salary  Standardization 

In  addition  to  Charter  mandated  standardization,  the  passage  of 
Proposition  H  In  November  1986,  required  the  Commission  to  conduct  a 
Interim  pay  equity  survey.   The  survey  was  conducted,  data  analysed 
and  reviewed  by  the  Commission  and  transmitted  to  the  Board  of 
Supervisors  by  the  February  1,  1987,  deadline. 

As  we  go  forward  into  the  next  fiscal  year,  we  plan  to  give  added  emphasis 
to  our  management  and  policy-setting  role  in  order  to  support  and  encourage 
continued  Improvements  in  the  management  process  In  the  Civil  Service  system. 

We  plan  to  review  the  various  proposals  made  In  recent  years  for  enhancing 
the  effectiveness  of  Civil  Service  In  serving  the  needs  of  city  departments 
and  our  city  employees  as  well  as  the  needs  of  the  people  and  organizations 
who  receive  City  services  and  pay  taxes  to  support  them.  We  expect  to  receive 
further  proposals  and  recommendations  for  enhancements  in  our  management 
procedures  from  City  departments  and  employee  organizations. 

We  will  be  examining  major  areas  of  personnel  record  keeping  within  the 
Civil  Service  department  that  are  not  yet  computerized  to  Identify  significant 
opportunities  for  Improving  effectiveness  and  reducing  costs  through 
computerization.  We  will  also  be  working  with  the  Grand  Jury  as  they  proceed 
with  their  current  study  of  Civil  Service  operations. 

In  addition,  we  will  also  examine  and  report  back  to  your  office  on  the 
possible  need  for,  and  cost  of  a  special  survey  to  meet  charter  requirements 
for  pay  equity  adjustments. 

Finally,  I  and  my  colleagues  on  the  Civil  Service  Commission  look  forward 
to  working  with  your  new  appointees,  Mrs.  Cleo  Donovan  and  Mr.  Timothy  L. 
Porter,  during  the  coming  fiscal  year  as  we  continue  to  pursue  our  goal  of 
implementing  our  Charter  mandate  "for  the  good  of  the  public  service." 

Respectfully  submitted, 

CIVIL  SERVICE  COMMISSION 


A.  Lee  Munson 
President 
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THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 


The  Civil  Service  Commission  is  composed  of  five  members  (at  least  one  of 
whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of 
office.  At  the  end  of  the  fiscal  year,  two  members  left  the  Commission: 
Genevieve  Powell  who  had  served  twelve  years  and  Reverend  Howard  Gloyd  who  had 
served  five.  Those  currently  serving  on  the  Civil  Service  Commission  are  A. 
Lee  Munson,  President,  Carlota  Texidor  del  Portillo,  Vice  President,  Louis  Hop 
Lee,  Cleo  Donovan  and  Timothy  L.  Porter. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  Individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.  The  Commission  classifies  and  reclassifies  all 
employments  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.  The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  In  the  City  and  County.  The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  fiscal  year  1986-87,  the  Civil  Service  Commission  met  30  times. 

The  Commission  conducted  21  regular,  6  special  meetings  and  3  executive 
sessions  in  order  to  review  separations  from  service,  classification,  salary 
and  wage,  in-service  and  examination  matters.  One  of  the  special  meetings, 
held  on  a  Saturday  morning,  considered  the  staff  proposals  on  Charter  mandated 
pay  equity  salary  adjustments.  In  other  meetings  the  Commission  considered 
120  classification  and  pay  items.  26  Salary  Ordinance  amendments  were 
submitted  as  a  result  of  Commission  action.  Among  the  pay  matters  considered 
by  the  Commission  were  the  surveys  of  Police,  Fire,  Registered  Nurse,  and 
Municipal  Railway  rates  of  pay.  32  items  of  in-service  activities  were 
reviewed.  In  addition,  the  Commission  considered  27  examination  matters.  The 
Commission  also  has  one  item  of  special  commissioners'  new  business. 

The  Commission  reviewed  the  following  245  separations  from  service:  59 
resignations;  6  terminations  of  limited  tenure  appointments;  47  terminations 
of  entrance  probationary  appointments;  4  terminations  of  promotive 
appointments;  16  terminations  of  temporary  Civil  Service  appointments;  and  72 
dismissals  of  permanent  employees.  The  Commission  also  considered  4  appeals 
of  automatic  resignations  and  37  automatic  resignations  were  administratively 
processed. 

The  adoption  of  amendments  to  Civil  Service  Commission  Rules  6  -  Hearings 
and  33  -  Resignation  will  eliminate  the  automatic  calendaring  of  separations. 
Effective  July  1,  1987,  only  employees  who  appeal  their  separations  will  be 
scheduled  for  hearing  by  the  Commission.  This  change  is  expected  to 
facilitate  the  proceedings  of  Commission  meetings,  while  at  the  same  time 
continue  to  insure  the  due  process  rights  of  separated  employees. 


CLASSIFICATION 


Position  classification  is  a  basic  tool  of  personnel  management  that 
provides  a  systematic  means  of  Identifying  and  describing  different  kinds  of 
work  In  terms  of  primary  tasks,  duties  and  responsibilities,  and  the 
knowledge,  skills  and  abilities  required  for  their  performance.  After 
positions  in  the  public  service  are  grouped  into  classes  on  the  basis  of 
similarity  In  these  respects,  specifications  delineating  the  basic 
characteristics  of  a  class  are  prepared.  In  most  Instances,  classes  are 
grouped  into  series  providing  career  opportunities  in  City  employment.  This 
process  assures  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay,  training  and  promotion.  Position  classification  is  the 
fundamental  element  in  Implementing  the  merit  principles  of  equal  pay  for 
equal  work. 

NORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and 
conducting  the  majority  of  the  classification  studies  of  1618  classes 
consisting  of  approximately  28,335  permanent  and  approximately  152  temporary 
positions.  This  work  involves  classification  of  new  positions, 
reclassification  of  existing  positions,  recommendations  on  the  staffing  of 
organization  units,  classification  problem  resolution  by  research  and  survey, 
position  audits,  preparation  of  reports,  letters,  memoranda  and  Salary 
Ordinance  Amendment  legislation. 

UNIT  1986-87  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished  23       (1)* 

B.  Positions  classified/reallocated  519       (2)* 

C.  Classification  reports  calendared  88        (3)* 

D.  Salary  Ordinance  Amendments  prepared  27 

E.  Tenure  of  requisition  requests  acted  upon  1523 

*NOTES: 

1.  This  figure  Includes  18  new  classes  established,  2  classes  consoldiated 
and  3  classes  abol ished. 

2.  This  figure  includes  379  new  positions,  112  positions  reclassified  and  28 
positions  converted  from  temporary  to  permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

26  personal  services  contract  reports  (762  contracts),  10  specification 
amendments,  112  positions  reclassified,  28  positions  converted  from 
temporary  to  permanent,  379  new  positions  classified,  3  classes  abolished, 
18  new  classes  established,  and  8  Staff  Aide/Assistant,  Special  Project 
positions  approved. 
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MAJOR  CLASSIFICATION  STUDIES: 

The  Classification  Plan  consists  of  all  classes  established,  and  It  Is 
amended  to  reflect  changes  In  departmental  organization  or  In  duties  assigned 
to  positions.  During  the  past  year,  the  Classification  Section  conducted  the 
following  major  studies  In  Its  effort  to  Insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 

DEPARTMENT  OF  PUBLIC  HEALTH 

In  this  fiscal  year,  a  new  two-level  series  of  Employee  Assistance 
Counselors  was  created  for  the  Employee  Assistance  Program  of  the  Substance 
Abuse  Division  of  the  Health  Department.  One  senior  and  three  counselors  were 
classified  to  provide  assessment,  short  term  counseling  and  referral  of  City 
and  County  employees  experiencing  job  performance  difficulties  related  to 
personal  problems  such  as  alcohol  and  chemical  abuse,  emotional,  legal, 
financial  and/or  marital  problems. 

The  focus  of  the  program  is  early  identification  and  intervention  in  the 
workplace,  thus  allowing  for  timely  resolution  of  performance  difficulties  so 
the  employee  can  return  to  full  productivity.  Employees  may  be  referred  by 
supervisors,  union  representatives  or  they  may  self-refer;  participation  in 
the  program  is  voluntary  and  strictly  confidential. 

In  recommending  the  creation  of  this  new  series,  staff  considered  salary 
and  staffing  information  from  a  survey  of  similar  programs  in  ten  public 
jurisdictions  and  seven  private  corporations  conducted  by  the  Public  Health 
Decentralized  Personnel  Unit. 

DEPARTMENT  OF  SOCIAL  SERVICES 

At  the  request  of  the  department,  staff  reviewed  and  recommended  the 
classification  of  new  positions  to  Implement  a  reorganization  of  the  Central 
Management  and  Children's  Services  Divisions.  Staff  recommendations  to 
strengthen  the  Department's  administrative  structure  included  the 
establishment  of  a  new  Deputy  General  Manager  with  the  line  responsibility 
under  the  General  Manager  for  all  department  operations  and  the  classification 
of  two  new  Assistant  General  Managers  to  head  the  Adult  and  Children's 
Services  Programs.  In  addition,  sixteen  child  welfare  positions  approved  in  a 
supplemental  appropriation  were  classified  to  provide  staffing  of  two 
additional  units  for  In-Home  Services  of  the  Family  and  Children's  Programs.  A 
need  for  this  additional  staffing  was  Identified  to  improve  the  foster  care 
services  of  the  department  and  to  alleviate  workload  problems  in  the  program 
brought  into  attention  by  an  increase  in  child  abuse  cases. 

PURCHASING  DEPARTMENT 

Storekeeper  Positions  at  the  Municipal  Railway 

At  the  joint  requests  of  the  Purchaser  and  the  Municipal  Railway,  staff 
surveyed  positions  in  the  storerooms  at  vehicle  maintenance  facilities.  The 
Muni  vehicle  maintenance  storerooms  reflect  the  increasing  technical  complexity 
and  greater  maintenance  requirements  of  five  transit  modes  In  the  city. 
Storekeepers  have  had  to  be  trained  In  the  use  of  vehicle  parts  manuals  and  an 
automated  inventory  system.  Employees  in  existing  storekeeper  classifications 
who  mastered  these  specialized  skills  would  often  qualify  for  higher  paying 
storekeeper  positions  In  other  local  transit  agencies. 
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After  review,  analysis  and  comparison,  staff  concluded  that  a  specialized 
series  of  Parts  Storekeepers  was  required  to  meet  the  needs  of  these  vehicle 
maintenance  storerooms.  A  series  of  four  levels  of  Parts  Storekeeper  classes 
was  established  and  a  total  of  35  positions  were  reclassified.  This  series 
Includes  the  entry  level  Parts  Storekeeper  and  the  Senior  Parts  Storekeeper,  a 
new  level  of  Principal  Parts  Storekeeper  to  oversee  operations  of  larger 
storerooms  at  Metro  and  Woods  facilities,  and  the  highest  level  In  the 
specialized  series.  Supervising  Parts  Storekeeper.  Salary  levels  were 
established  to  be  commensurate  with  the  specialized  skills  and  competitive 
with  other  transit  agencies  in  the  area. 

MATER  DEPARTMENT 

The  department  requested  a  new  position  to  be  responsible  for  developing 
and  administering  a  comprehensive  and  effective  water  conservation  program  for 
city  customers  and  assisting  suburban  district  purchasers  in  developing  and 
Implementing  programs.  As  part  of  its  long-range  planning,  the  department 
Intends  to  significantly  expand  the  conservation  programs  to  delay  the  time 
when  additional  water  supplies  will  be  required. 

Staff  agreed  that  a  new  classification  was  warranted  and  recommended  the 
establishment  of  class  1839  Water  Conservation  Administrator.  The  position 
will  have  responsibility  for  planning,  developing  and  implementing  a 
system-wide  conservation  program,  Including  specific  water  use  measures  and 
practices  for  industrial,  commercial,  residential  and  resale  customers,  and 
developing  public  information  and  educational  programs. 

PROJECTED  CLASSIFICATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.  Departmental  requests  are  always  reviewed  in  terms 
of  the  Plan  with  a  view  toward  the  Inclusion  of  new  positions  in  existing 
classifications.  On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.  At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1987-88  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  430  new  and  substitute  positions  which  must  be  reviewed  by  the 
Classification  Division.  Many  of  these  positions  were  reviewed  prior  to 
budgetary  approval  by  the  Mayor;  others  will  Involve  further  in-depth  analysis 
by  staff.  Creation  of  new  classes  and  amendments  to  existing  class 
specifications  may  be  required  to  meet  changing  needs  within  City  departments. 

Significant  projects  to  be  reviewed  by  the  staff  in  the  coming  fiscal  year 
(1987-88)  include:  establishing  a  Mid-Level  Practitioner  class  in  the 
Department  of  Public  Health;  working  with  the  decentralized  personnel  unit  of 
the  Department  of  Public  Health  to  modify  a  series  of  classifications  for 
Management  Information  Systems  Specialists  used  City-wide;  creating  a 
two-level  classification  series  of  asbestos  worker  at  the  Board  of  Education; 
creating  a  new  series  of  classes  including  a  manager  for  the  Bureau  of  Energy 
Conservation  in  the  Public  Utilities  Commission;  ceating  a  Marine  Biologist 
series  of  classifications  to  monitor  marine  life  quality  at  ocean  outflow 
sites. 
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SALARy  STANDARDIZAIION 


The  primary  function  of  the  Salary  Standardization  Section  is  to  survey 
prevailing  rates  of  pay  In  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees,  including  pay  equity, 
according  to  the  provisions  of  the  Charter,  as  well  as  implementing  and 
recommending  revisions  to  the  administrative  provisions  of  the  Salary 
Standardization  Ordinance.  Other  duties  include  conducting  fringe  benefit  and 
specialized  surveys  at  the  request  of  the  Civil  Service  Commission  or  Board  of 
Supervisors,  completing  survey  questionnaires  for  other  jurisdictions  and 
implementing  the  salary  plan  by  coordinating  salary  matters  with  all  City 
departments . 

Salary  Standardization  is,  by  Charter,  divided  into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401,  8.407  and 
8.407-1 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for 
each  of  the  groups  are  as  follows: 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  Its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.  Salary  data  first  must  be  collected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.  If  there  is  insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  utilizing 
such  classes  where  the  agency  employs  more  than  3,000  persons.  The  Charter 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  In  these  counties;  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  in  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo  and  Santa  Clara.  The  data  collected  is  limited  to 
rates  of  pay  and  salaries  actually  being  paid  by  private  employers  for  like 
work  and  1  ike  service. 


Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as 
the  rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.   It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  In  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his/her  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
Inspection  beginning  August  1986.   Employee  representatives  and  employees  were 
Invited  to  request  salary  adjustments  supported  with  any  Information  or  data 
that  would  justify  such  adjustments.  The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.  Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civic,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules,  together  with  the  existing  schedules  of 
compensation,  were  posted  and  publicized  on  January  5,  1987,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  In  the  office  of  the  Civil 
Service  Commission.  The  proposed  schedules  of  compensation  also  apply  to  all 
non-certificated  employees  in  both  the  San  Francisco  Unified  School  District 
and  the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was  obtained 
from  over  50  individual  public  jurisdictions  in  California,  the  Federal 
Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee. 
It  should  be  noted  that  the  number  of  employees  for  the  State  of  California 
and  Federal  agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors  for  their  consideration.  The  Board  then  adopted  these 
recommendations.  The  new  salary  schedules  represented  increases  ranging  from 
0%  up  to  10%.  The  average  percentage  increase  granted  to  all  employees  was 
approximately  4. 1%. 

PAY  EQUITY 

On  November  4,  1986  the  electorate  approved  Proposition  H  which  amended 
the  compensation  provisions  of  the  City  Charter.  Proposition  H  added  a  new 
Charter  Section  8.401,  which  mandated  the  Civil  Service  Commission  to  conduct 
a  pay  equity  survey  comparing  City  and  County  classifications 
disproportionately  occupied  by  minorities  and  women  and  City  and  County 
classifications  not  disproportionately  occupied  by  minorities  and  women. 
Additionally,  the  staff  was  required  to  conduct  the  survey  in  accordance  with 
standards  and  guidelines  of  similar  surveys  in  other  governmental 
jurisdictions  and  private  employment  and  to  make  use  of  the  data  acquired  from 
such  entities. 
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The  Charter  language  mandated  the  Commission  to  make  its  first  pay 
equity  report  to  the  Mayor  and  the  Board  of  Supervisors  on  or  before  February 
1,  1987.  The  Commission  was  also  mandated  to  make  subsequent  pay  equity 
reports  before  February  1  of  each  year  thereafter.  The  Board  of  Supervisors, 
after  receiving  this  report,  may  make  upward  pay  equity  adjustments  to  the 
basic  rates  of  pay  of  the  respective  classes,  provided  that  such  adjustments 
shall  not  exceed  the  pay  equity  differentials  identified  by  the  Commission. 
The  Mayor  has  the  option  of  vetoing  In  whole  or  in  part  these  salary 
adjustments  which  may  be  approved  by  the  Board  of  Supervisors. 

Because  of  the  restricted  time  frame  between  the  passage  of  the  Charter 
amendment  on  November  4,  1986  and  the  due  date  of  the  staff  report  on  February 
1,  1987  (less  than  three  months),  the  staff  was  obligated  to  rely  primarily  on 
the  data  of  other  agencies  which  had  made  use  of  point-factor  evaluation 
systems.  With  the  aid  of  data  acquired  from  three  California  jurisdictions 
and  the  State  of  Washington,  the  staff  was  able  to  develop  an  interim 
methodology  providing  comparisons  between  the  studies  evaluated  and  city 
benchmark  classes  disproportionately  occupied  by  minorities  and  women.   In 
situations  where  the  staff  could  not  find  an  appropriate  comparison  for  a 
female/minority  dominated  benchmark  class,  the  staff  then  recommended  that 
such  a  class  be  granted  the  same  pay  equity  adjustment  as  other 
female/minority  dominated  classes  of  similar  level  of  duties,  responsibility 
and  compensation. 

The  final  pay  equity  report  met  the  mandated  February  1  deadline.  This 
report  contained  a  series  of  recommendations  and  observations  and  included 
several  appendices  crucial  to  the  Employee  Relations  Division  (representing 
the  Board  of  Supervisors)  in  Its  deliberations  with  representatives  of  the 
respective  public  employee  organizations.  One  of  the  more  Important 
recommendations  contained  In  the  report  was  that  a  classification  be  deemed 
"disproportionately  occupied"  if  it  was  comprised  of  70%  or  more  minorities 
and  women.  The  basis  for  this  recommendation  was  the  practice  of  other 
surveyed  jurisdictions  as  well  as  the  1980  census  of  the  San  Francisco  work 
force  which  showed  a  composition  of  approximately  67.37.  women  and  minorities. 

The  pay  equity  salary  package  finally  negotiated  by  the  Board  of 
Supervisors  provided  for  a  range  of  additional  Increases  in  compensation  for 
the  first  year  (1987-88)  from  1/2X  to  4.5%  for  employees  earning  less  than 
$45,000  per  annum. 

As  a  result  of  the  first  year  of  pay  equity  adjustments,  the  overall 
average  percentage  Increase  for  miscellaneous  employees  went  up  from  4.1%  to 
5.8%  for  1987-88. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classification  the  highest  prevailing  salary 
schedule  In  effect  on  April  15  granted  by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees  in  public  and  private  employment  in  the 
six  Bay  Area  counties.  The  Charter  then  requires  the  Board  of  Supervisors  to 
set  a  rate  of  pay  for  such  nurses  not  in  excess  of  the  schedule  certified  by 
the  Civil  Service  Commission. 


Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that 
the  highest  prevailing  maximum  rate  was  $19.73  per  hour  (approximately  $3433 
per  month).  The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $18.95 
per  hour  (approximately  $3297  per  month).  This  represented  an  increase  in  the 
basic  wage  for  registered  nurse  of  5.5X. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems 
In  the  United  States  operating  primarily  within  cities  having  a  population  of 
not  less  than  500,00  and  normally  employing  not  less  than  400  transit 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  In  effect  on  July  1  for  comparable 
employees  In  the  systems  certified  in  the  report.  The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average  of 
the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commission. 

For  Fiscal  Year  1986-87,  the  attached  survey  showed  that  the  Washington 
Metro  Area  Transit  Authority  and  Santa  Clara  County  Transit  paid  the  highest 
rates  for  platform  personnel  as  of  July  1. 

The  average  of  the  two  was  $14.05  per  hour,  effective  July  1,  1986,  and 
$14,175  per  hour  effective  July  14,  1986,  and  $14.4225  per  hour  effective  May 
1,  1987.  The  Board  of  Supervisors  adopted  these  rates  which  represented  an 
average  increase  of  approximately  3%. 

POLICE  AND  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.  Under  this  method,  the 
Civil  Service  Commission  1s  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  in  the  State  of 
California.  The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  Is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable 
to  Fire  Fighters,  based  on  the  principle  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.  At  the  election  of 
November  4,  1986,  the  electorate  approved  Proposition  I  which  amended  Charter 
Section  8.405  and  authorized  the  City  to  adjust  rates  paid  to  Police  Officers 
and  Firefighters  if  any  of  the  cities  utilized  in  the  annual  salary  survey 
adopted  new  pay  rates  after  our  survey  deadline  of  August  25th. 


-8- 


Therefore,  for  Fiscal  Year  1986-87  there  were  three  salary  surveys 
conducted  throughout  the  year  to  determine  rates  of  pay  for  the  uniformed 
force  of  the  Police  and  Fire  departments.  Effective  July  1,  1986,  the  rate 
paid  Police  Officers  and  Firefighters  was  $2591-3000  per  month.   Effective 
November  2,  1986,  that  rate  Increased  to  $2602-3012  per  month.  This 
represented  an  average  increase  during  Fiscal  Year  1986-87  of  approximately  6T1. 

In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil 
Service  Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  Increase  or  decrease  in  the  cost  of  living  during  the  twelve-month 
period  ending  March  31st  for  San  Francisco  and  for  the  cities  included  In  the 
certified  report.  The  attached  calculation  reflects  the  cost  of  living 
Increase  in  San  Francisco  as  compared  with  the  average  cost  of  living 
Increase  in  the  four  cities  surveyed.  The  average  increase  In  the  cost  of 
living  in  San  Francisco  was  2.9%  and  the  average  increase  in  the  cost  of 
living  for  the  cities  surveyed  was  3.4%. 

The  Board  of  Supervisors  may  Increase  the  rate  certified  by  an  anxjunt 
equal  to  the  difference  between  the  average  cost  of  living  Increase  of  the 
cities  included  in  the  survey  and  the  cost  of  living  increase  in 
San  Francisco.  Since  the  cost  of  living  in  San  Francisco  during  the  period  of 
time  indicated  was  lower  than  in  the  cities  included  in  the  Police  and  Fire 
survey,  no  cost  of  living  adjustment  was  granted  by  the  Board  of  Supervisors. 
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JULY  1986 


CITY 

OPERATORS 

Washington,  D 

.C. 

2238 

San  Jose 

995 

Boston,  MA 

1651 

Chicago,  IL 

5896 

Brooklyn,  NY 

8983 

New  York,  NY 

8977 

Los  Angeles,  ( 

:a 

4600 

San  Diego,  CA 

461 

Baltimore,  MD 

1290 

Houston,  TX 

1294 

Columbus,  OH 

464 

Cleveland,  OH 

1158 

Milwaukee,  m 

965 

Philadelphia, 

PA 

2215 

Dallas,  TX 

905 

Detroit,  MI 

1009 

New  Orleans.  1 

LA 

722 

San  Antonio, 

rx 

619 

TRANSIT  COMPANY 


MAX.  HOURS 
RATE 


Washington  Metropolitan  Area  Transit  Authority  14.14 

(eff.  5/1/87)  14.635 

Santa  Clara  County  Transit  District  $13.96 

(eff.  7/14/86)  14.21 

Massachusetts  Bay  Transportation  Authority  13.58 

Chicago  Transit  Authority  13.50 

New  York  City  Transit  Authority  13.355 

Manhattan  &  Bronx  Surface  Transit  13.355 
Operating  Authority 

Southern  California  Rapid  Transit  District  13.26 

San  Diego  Transit  Corporation  12.79 

Maryland  Mass  Transit  Administration  12.295 

Metropolitan  Transit  Authority  12.21 

Central  Ohio  Transit  Authority  12.16 

Greater  Cleveland  Regional  Transit  Authority  12.15 

Milwaukee  County  Transit  System  11.45 

Southeastern  Pennsulvania  Transportation  11.15 
Authority 

Dallas  Transit  System  10.56 

Detroit  -  Department  of  Transportation  10.30 

New  Orleans  Regional  Transit  Authority  9.83 

VIA  Metropolitan  Transit  9.60 
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POLICE  AND  FIRE  SURVEY 
JULY  11.  1986 


CITY 

CLASS  TITLE 

POS. 

LONG  BEACH 

POLICE  OFFICER 

472 

LOS  ANGELES 

POLICE  OFFICER 

II 

3081 

LOS  ANGELES 

POLICE  OFFICER 

III 

1739 

SAN  DIEGO 

POLICE  OFFICER 

II 

905 

SAN  JOSE 

POLICE  OFFICER 

733 

MONTHLY  SALARY  STEPS 


2116  2234  2355  2484  2620 

2459  2596  2741  2894 

2596  2741  2894  3055 

2185  2287  2398  2520  2638 

2530  2656  2788  2928  3076 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  =  $2587 

2116   2234   2355   2484  2620 

2644   2801   2959  3125 

1934   2026   2130   2236  2335 

2421   2543   2669   2802  2943 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  =  $2756 


LONG  BEACH 

FIREFIGHTER 

247 

LOS  ANGELES 

FIREFIGHTER  II 

1178 

SAN  DIEGO 

FIREFIGHTER  II 

352 

SAN  JOSE 

FIREFIGHTER 

232 

SAN  FRANCISCO   POLICE  OFFICER       1336 
SAN  FRANCISCO   FIREFIGHTER         1055 


2449   2571   2701   2836 
2449   2571   2701   2836 
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CITY 

LONG  BEACH 
LOS  ANGELES 
LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 

LONG  BEACH 

LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 


POLICE  AND  FIRE  SURVEY 
NOVEMBER  6.  1986 


CLASS  TITLE  PCS. 

POLICE  OFFICER  472 

POLICE  OFFICER  II  3081 

POLICE  OFFICER  III  1739 

POLICE  OFFICER  II  905 

POLICE  OFFICER  733 


MONTHLY  SALARY  STEPS 


2201  2323  2449  2583  2725 

—  2711  2862  3022  3191 

—  2862  3022  3191  3368 
2185  2287  2398  2520  2638 
2530  2656  2788  2928  3076 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  -  $3000 

FIREFIGHTER 

FIREFIGHTER  II 

FIREFIGHTER  II 

FIREFIGHTER 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  -  $2756 


247 

2116 

2234 

2355 

2484 

2620 

1178 

— 

2644 

2801 

2959 

3125 

352 

1934 

2026 

2130 

2236 

2335 

232 

2421 

2543 

2669 

2802 

2943 

SAN  FRANCISCO  POLICE  OFFICER 
SAN  FRANCISCO  FIREFIGHTER 


1336 
1055 


2449   2571   2701   2836 
2449   2571   2701   2836 
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CITY 

LONG  BEACH 
LOS  ANGELES 
LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 

LONG  BEACH 

LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 


CLASS  TITLE 


POLICE  AND  FIRE  SURVEY 
JANUARY  14.  1987 

POS. 


MONTHLY  SALARY  STEPS 


POLICE  OFFICER  472 

POLICE  OFFICER  II     3081 

POLICE  OFFICER  III    1739 

POLICE  OFFICER  II      905 

POLICE  OFFICER  733 


2201  2323  2449  2583  2725 

—  2711  2862  3022  3191 

—  2862  3022  3191  3368 
2185  2287  2398  2520  2638 
2530  2656  2788  2928  3076 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  .  $3012 

FIREFIGHTER 

FIREFIGHTER  II 

FIREFIGHTER  II 

FIREFIGHTER 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  -  $2756 


247 

2116 

2234 

2355 

2484 

2620 

1178 

— 

2644 

2801 

2959 

3125 

352 

1934 

2025 

2130 

2236 

2335 

232 

2421 

2543 

2669 

2802 

2943 

1985-86 
SAN  FRANCISCO  POLICE  OFFICER 
SAN  FRANCISCO  FIREFIGHTER 


1336 
1055 


2449   2571   2701   2836 
2449   2571   2701   2836 
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SAN  FRANCISCO 

LONG  BEACH 
LOS  ANGELES 
SAN  DIEGO 


COST  OF  LIVING 
CONSUMER  PRICE  INDEX 

URBAN  WAGE  EARNES 
AND  CLERICAL  WORKERS 


JULY  11. 

1986 

MARCH 

85 

MARCH  86 

1 

INCREASE 

325.2 

334.6 

2.9  1 

309.8 

321.6 

3.8  1 

309.8 

321.6 

3.8  1 

333.7 

341.9 

2.5  1 

The  cost  of  living  in  San  Francisco 
increased  by 

The  cost  of  living  In  the  cities 
included  in  the  Police  and  Fire 
survey  increased  by 


2.9  t 


3.4  1 
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TIMEROLL  AUDIT  UNIT 

Because  of  the  conversion  of  timerolls  to  computerization  by  the 
Controller's  Payrol 1 /Personnel  Services  Division  (PPSD),  our  Timeroll  Audit 
Unit  is  concerned  primarily  with  the  establishment  and  maintenance  of 
personnel  records,  the  auditing  of  Personal  Action  Reports  (PARs)  and 
Exception  Reports  for  city  and  county  agencies,  the  approval  of  permanent  and 
temporary  requisitions  and  the  maintenance  of  a  citywide  position  control 
system. 

It  Is  anticipated  that  eventually  all  personnel  record  keeping  will  be 
computerized  by  the  PPSD 

TIMEROLL  AUDIT 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1986-87 


PARS  Audited  9,710 

Exception  Reports  Audited  3,136 

Requisitions  Approved  4,697 

Personnel  Transactions  Recorded  26,323 

(i.e.  appointments,  separations, 
reassignments,  In-lleu  payments, 
leaves,  suspensions) 
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[XAHINAIIONS 


The  examination  program  continues  as  one  of  the  major  elements  of  the 
Civil  Service  operation,  receiving  a  large  share  of  public  and  employee 
interest  and  attention  and  utilizing  a  large  percentage  of  the  agency's  fiscal 
and  human  resources. 

The  examination  program  has  primary  responsibility  for  the  development 
and  administration  of  job-related  examinations  in  order  to  fill  vacancies  in 
municipal  employments  from  lists  of  candidates.  The  lists  are  based  on  the 
candidate's  merit  as  evidenced  through  competitive  test  performance.  This 
task  continues  to  be  a  substantial  effort  given  extensive  Charter  and  Civil 
Service  rules  dictating  comprehensive  due  process  procedures  for  all 
candidates,  State  and  Federal  law  prohibiting  discrimination  in  testing, 
emerging  selection  techniques  which  demand  increasing  sophistication  in  test 
design  and  administration,  and  the  continuing  requirement  for  optimum  levels 
of  productivity  and  quality  results. 

San  Francisco  utilizes  modern  behavioral ly-based  tests,  such  as 
assessment  centers,  performance  simulations,  structured  oral  interviews,  and 
supplemental  rated  applications,  which  are  all  based  on  professionally  sound 
job  analysis  techniques.  The  use  of  such  tests  resulted  in  the  adoption  of 
240  eligible  lists  in  1986-87. 

Finally,  the  testing  program  is  ultimately  measured  by  the  operating 
department's  evaluation  of  persons  employed  from  eligible  lists.  Every  six 
months  a  survey  is  conducted  to  elicit  feedback  regarding  new  employees  from 
line  supervisors.  In  1986-87  more  than  95%  of  those  supervisors  surveyed 
reported  that  new  employees  were  excellent  or  satisfactory.  That  measure  of 
satisfaction  validates  the  efforts  of  the  examination  program,  and  serves  as  a 
clear  indicator  of  the  current  success  of  the  program  in  selecting  the  best 
candidates  for  municipal  employment. 

The  sections  below  briefly  highlight  the  programs  of  the  several  Civil 
Service  line  examination  units. 


TEAM  1 


A  number  of  the  examinations  completed  by  Team  #1  focused  on  various 
aspects  of  the  Criminal  Justice  System.  Particular  reference  is  made  to  the 
Courts,  the  Police  Department  and  the  Adult  and  Juvenile  Probation  Departments 

Three  examinations  in  the  Deputy  Clerk  series  provided  the  Municipal 
Court  operations  with  permanent  supervisory  and  middle-management  staffing,  as 
well  as  senior-level  clerical  support. 

In  reference  to  the  Police  and  to  the  Probation  Department,  the 
examination  for  Class  8239  Senior  Police  Communications  Dispatcher  was 
administered  for  the  first  time  this  year.  The  resulting  eligible  list 
enabled  the  Police  Department  to  appoint  permanent,  first-line  civilian 
supervisors  in  the  Communications  Division.  Probation  Department  eligible 
lists  were  adopted  for  Class  8442  Senior  Probation  Officer,  Juvenile  Court, 
Class  8414  Supervising  Probation  Officer,  Juvenile  Court,  and  Class  8434 
Supervising  Adult  Probation  Officer.   In  addition,  the  examination  for  Class 
8442  Senior  Probation  Officer,  Adult  Probation  was  prepared  and  administered. 
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other  examinations  concerned  a  variety  of  City  services:  some  eligible 
lists  provided  permanent  staffing  in  programming  areas  of  the  data  processing 
field;  materials  management  was  the  focus  of  the  examination  administered  for 
the  new  classification  1944  Materials  Coordinator;  the  School  District's 
Integration  program  with  the  community  was  reinforced  through  the  examination 
completed  for  Class  2977  Education  Integration  Specialist;  and  Class  1407 
Senior  Equilization  Clerk  was  another  examination  that  focused  on  direct 
service  to  the  community. 

Three  examinations  were  administered  for  positions  that  affect  the 
artistic  and  cultural  life  In  the  Bay  Area:  Classes  3542  Curator  II,  3544 
Curator  III  and  Class  7377  Stage  Electrician. 

The  examination  for  Class  2978  Contract  Compliance  Officer  II  was 
critical  In  terms  of  providing  qualified  eligibles  to  monitor  the  City's 
on-going  contract  compliance  programs,  including  implementing  the  provisions 
of  the  Minority  Business  Enterprise/Women  Business  Enterprise/Local  Business 
Enterprise  Ordinance. 

Some  of  the  examination  classes  concerned  the  operation  and  maintenance 
of  City  buildings  and  plant  equipment.  Journey-level  staffing  was  provided 
through  the  examinations  administered  for  Classes  7334  Stationary  Engineer  and 
7372  Stationary  Engineer,  Sewage  Plant.  The  supervisory  and  management 
functions  in  these  operations  were  reinforced  by  appointments  from  eligible 
lists  for  the  following  classes:  7131  Electrical  Maintenance  and  Construction 
Superintendent;  7203  Building  and  Grounds  Maintenance  Supervisor;  7252  Chief 
Stationary  Engineer,  Sewage  Plant;  and  7263  Maintenance  Manager. 

Two  examinations  resulted  in  permanent  staffing  that  provides  Health 
Service  and  Retirement  information  directly  to  City  employees  and  their 
families:  1474  Claims  Process  Clerk  and  1476  Senior  Claims  Process  Clerk. 
Related  examination  classes  in  terms  of  public  service  and  information  were 
Class  4202  Assessment  Clerk  and  Class  1914  Film  Service  Technician. 

Permanent  staffing  in  the  City's  Electronic  Data  Processing  operations 
was  Increased  as  a  result  of  the  following  four  examinations:  Class  1721 
Senior  Data  Entry  Operator;  1868  Teleprocessing  Technician;  1870  Programmer 
Analyst  Trainee;  and  1872  Programmer  Analyst. 

Other  examinations  completed  by  Team  I  Included:  Classes  5268 
Architect,  5270  Senior  Architect,  B164  Senior  Law  Clerk,  8442  Senior  Probation 
Of^'lcer,  1410  Chief  Clerk,  4119  Performing  Arts  Center  Aide,  and  4267 
Principal  Real  Property  Appraiser. 


TEAM  2 

Team  2  is  the  largest  team  at  Civil  Service.  It  posted  the  largest 
number  of  eligible  lists  (107)  and  eligibles  (2434).  Team  2's  examination 
program  was  comprised  of  a  wide  variety  of  classifications  including 
professional,  administrative,  engineering,  technical,  supervisory,  craft  and 
clerical . 
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six  of  the  examinations  received  large  numbers  of  applications.  Over 
2,800  applications  were  received  for  the  General  Laborer's  examination;  over 
1,500  applications  were  received  for  Payroll  Clerk  and  Senior  Payroll  Clerk. 
Over  1,700  applications  were  received  for  Parking  Control  Officer;  and  over 
1.400  applications  were  received  for  the  Apprentice  Stationary  Engineer  and 
Apprentice  Stationary  Engineer,  Sewage  Plant. 

A  number  of  examinations  were  conducted  which  included  performance 
components  that  provided  candidates  actual  hands-on  testing.  Many  of  these 
examinations  resulted  in  significant  numbers  of  women  ranking  high  on  the  list 
for  classifications  considered  to  be  non-traditional  jobs.  The  Carpenter 
examination  tested  129  candidates  over  a  period  of  2  days  with  a  3-part 
performance  test.  Women  comprise  131  of  the  ellglbles  available  for  hire  in 
this  non-traditional  job.  The  examination  for  Gardener  resulted  in  a  list  of 
202  ellglbles,  327«  of  whom  are  women.  The  Electrician  examination  resulted  in 
a  list  of  98  ellglbles,  15%  of  whom  are  women.  The  7355  Truck  Driver  and  7328 
Operating  Engineer,  Universal  were  performance  oriented  examinations  in  which 
candidates  actually  operated  heavy  duty  equipment  and  vehicles.  The  names  of 
seven  women  appear  on  the  Truck  Driver  eligible  list. 

Team  2's  earlier  work  on  the  litigated  1982-83  Firefighter  examination 
will  result  in  the  hiring  of  San  Francisco's  first  women  Firefighters  during 
the  Summer  of  1987. 

A  creative  oral /performance  examination  was  conducted  for  1862  Systems 
and  Procedures  Analyst  and  1864  Senior  Systems  and  Procedures  Analyst.  The 
performance  examinations  for  Class  9258  Museum  Conservator,  Paintings  and 
Museums  Conservator,  Textiles  provided  raters  with  an  opportunity  to  evaluate 
candidates  on  a  nearly  exact  simulation  of  job  responsibilities. 

The  first  administration  of  the  newly  classified  Executive  Secretary 
series  was  conducted.  The  test  included  a  combination  of  traditional 
multiple-choice  Items,  job-related  performance  tasks  and  oral  communication 
testing. 

Team  2  continues  to  expand  Its  use  of  innovative  selection  devices. 
Assessment  style  exercises  including  simulated  management  meetings  and 
In-basket  exercises  utilizing  various  letter-writing  tasks  produced  excellent 
results  and  favorable  response  from  candidates  on  both  9258  Airport  Assistant 
Deputy  Director,  Business  Administration  and  9260  Airport  Assistant  Deputy 
Director,  Facilities  Operations  and  Maintenance  examinations.  The  Assessment 
Center  resulting  in  a  list  for  Assistant  Chief.  Fire  Department  received 
praise  from  the  appointing  department  and  candidates. 

The  Real  Estate  Department's  RIght-of-Way  series  examinations  were 
conducted  as  was  the  Director  of  Property  examination.  The  Traffic  Engineer 
series  oral /performance  examinations  resulted  in  5  eligible  lists. 
Examinations  for  the  1872  Programmer  Analyst  series  were  also  administered. 

One  team  member  was  involved  In  an  extensive  classification  assignment 
at  the  Port  of  San  Francisco  during  which  she  updated  existing  class 
specifications,  developed  new  specifications  for  classes  in  the  Port's  Crane 
Maintenance  Department  and  produced  four  Port  of  San  Francisco  eligible  lists. 
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The  supervision  of  the  Employment  Information  Unit  Is  also  the 
responsibility  of  Team  2.  This  section  provides  Information  to  employees  and 
the  public,  as  well  as  such  support  services  as  typing  of  examination 
materials,  maintenance  of  courtesy  cards,  and  supervision  of  examination 
inspections. 

Team  2  administers  the  Clerical  Examination  Program  which  operates  on  a 
continuous  basis  in  cooperation  with  the  Community  College  District.  Through 
this  program,  candidates  are  tested  for  Clerk  Typist,  Senior  Clerk.  Typist, 
Legal  Stenographer,  Secretary  I  and  Secretary  II  positions.  Over  2500 
applicants  were  processed  for  the  performance  typing  test. 

In  response  to  departmental  needs,  the  clerical  testing  program  has 
undergone  many  changes.  The  subject  of  the  typing  test,  formerly  a  tabulation 
problem,  is  now  an  unarranged  business  letter.  The  multiple  choice  portion 
was  increased  in  difficulty.  The  telephone  message  test  was  given  a  more 
realistic  format  by  the  use  of  two-person  simulated  conversations.  These 
changes,  combined  with  a  more  difficult  proofreading  test,  have  resulted  in 
candidates  whom  are  more  suited  to  the  needs  of  the  departments  employing 
these  classifications. 

TEAM  5 

During  the  year,  Team  5  completed  the  transition  begun  in  Fiscal  Year 
1985-86,  from  negotiation  and  administration  of  Contract  Examinations 
developed  by  expert  professional  consultants,  to  a  program  of  in-house 
examination  assignments. 

Eligible  lists  adopted  include:  Principal  and  Head  Accountant; 
Retirement  Analyst  and  Assistant  Retirement  Analyst;  Worker's  Compensation 
Division  Manager  and  two  subordinate  classes  in  that  series;  Sheet  Metal 
Worker;  and  Senior  Deputy  Sheriff.  Lists  were  also  produced  for  Senior  Civil 
and  Principal  Engineer. 

The  Assistant  Chief,  Fire  Department,  examination  was  processed  through 
final  preparations  for  orals  and  the  Departmental  Personnel  Director  contract 
negotiations  were  completed. 

Work  in  progress  includes  a  broad  range  of  examinations  including  Chief, 
Head,  and  Principal  Accountant;  three  Auditor  and  two  Systems  Accountant 
classes;  two  Civil  Engineer  and  two  Marine  Biologist  classes;  Assistant 
Director  of  Property  and  Chief  Assistant  Controller;  two  Mechanical  Engineer 
classes;  Police  Communications  Dispatcher;  Park  Patrol  and  Institutional 
Police  Officers;  Chef;  Cook-Manager,  Secondary  Schools;  Steamfitter;  Plumber; 
Homemaker;  Houseparent;  Maintenance  Machinist  Helper;  three  Software  Analyst 
classes;  Senior  Programmer  Analyst;  Data  Processing,  Programming,  and  Systems 
Supervisor;  four  classes  in  the  Parts  Storekeeper  series;  and  two  classes  in 
the  Custodian  series. 


•19- 


TEAM  6 

In  fiscal  year  1986-87,  Team  6  produced  33  examinations  which  resulted 
in  935  eligibles.   The  examinations  which  were  administered  included  a  wide 
range  of  classifications  from  Crafts  Instructor  for  the  Recreation  and  Parks 
Department  to  the  high-level  County  Agricultural  Commissioner  and  Sealer  of 
Weights  and  Measures.  These  eligible  lists  will  service  many  different  City 
Departments  including  the  Airport,  Assessor,  Public  Library,  Recreation  and 
Park,  Public  Works,  Registrar  of  Voters,  Sheriff,  Juvenile  Hall,  Tax 
Collector,  Office  of  Citizens'  Complaints,  and  Police. 

Team  6  analysts  utilized  a  variety  of  selection  devices.  One-third  of 
the  examinations  administered  last  year  were  multiple-component  examinations, 
consisting  of  a  written  test  in  addition  to  the  oral /performance  component.  A 
multiple-choice  written  test  was  successfully  administered  to  over  600 
candidates  for  Deputy  Sheriff.  An  Innovative  oral /performance  exam,  which 
consisted  of  a  telephone  simulation  where  two-way  communication  was  possible, 
was  conducted  for  the  Senior  Telephone  Operator.  An  oral /performance 
examination  which  required  the  operation  of  a  tractor  was  developed  and 
administered  at  the  San  Bruno  jail  for  the  Farmer  classification.  Lastly,  two 
examinations  successfully  utilized  assessment  center-type  exercises;  the 
management  meeting  was  one  component  of  the  high-level  Airport  Assistant 
Deputy  Director,  Facilities  Operations  and  Maintenance  examination,  and  a 
role-playing  exercise  was  included  in  the  examination  for  Training  Officer. 


ACCELERATED  TESTING  PROGRAM 


The  Accelerated  Testing  Program  Unit  had  forty-three  eligible  lists 
adopted  during  the  1986-87  fiscal  year.  The  examinations  given  represented  a 
wide  range  of  classifications,  varying  in  skill  level  from  semi-skilled  labor 
to  highly  technical,  and  in  level  of  responsibility  from  entry-level  worker  to 
associate  manager  of  a  bureau.  The  lists  adopted  also  cover  many  user 
departments,  from  the  Library  to  Public  Works. 

Several  of  the  exams  given  this  year  had  performance  elements.  One 
analyst  used  innovative  techniques  in  giving  the  exam  for  Class  8207  Buildings 
and  Grounds  Patrol  Officer.  With  the  help  of  staff  at  the  Library,  she  put 
together  a  video  tape  presentation  which  was  shown  to  candidates  during  the 
exam.  Two  other  analysts  served  as  actors  on  the  video  tape.  This 
presentation  received  high  candidate  acceptance. 

During  this  fiscal  year,  the  analysts  have  continued  to  develop  their 
professional  skills  by  attending  conventions,  meetings,  and  specialized  IPMA 
workshops.  Some  analysts  have  volunteered  to  help  with  one  or  more  of  these 
activities. 


PUBLIC  OTILITIES  COMMISSION 


The  Public  Utilities  Examination  Unit  posted  28  eligible  lists  with 
approximately  1500  eligibles.  These  examinations  were  all  Public  Utilities 
Commission  specific.  Three  exams  were  held  for  the  first  time:  Media 
Training  Specialist  for  MUNI;  Water  Conservation  Administrator  and  Rate 
Administrator  for  the  Water  Department. 
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An  extensive  recruitment  effort  was  conducted  for  both  Water  Conservation 
Administrator  and  Rate  Administrator  at  the  request  of  the  Water  Department. 
Water  Conservation  Administrator  was  extremely  important  to  the  department 
because  of  the  low  water  level  in  the  Sierra.  Other  examinations  held  for  the 
Water  Department  were  Land  Use  Aide,  Water  Service  Inspector  and  Junior  Water 
Purification  Engineer. 

Eligible  lists  were  adopted  for  a  variety  of  classes  at  MUNI.  The 
majority  of  these  were  in  the  Equipment  Maintenance  division  and  included 
classes  from  entry  level  craft  to  management.  These  examinations  consisted  of 
written  and  oral  examinations  as  well  as  assessment  center  exercises.  This 
Included  lists  for  Car  and  Auto  Painter,  Electrical  Transit  Mechanic. 
Electrical  Transit  Shop  Supervisor  and  Automotive  Transit  Equipment 
Supervisor.  Exams  for  MUNI  Operations  were  also  administered.  Extensive  time 
and  effort  was  put  in  recruiting  Oral  Board  members  from  transit  agencies 
throughout  the  United  States  for  Transit  Supervisor  and  Transit  Manager  II  and 
III. 

Performance  examinations  were  administered  for  Electric  Motor  Repairer, 
Electrical  Line  Worl<^er,  and  Electrical  Transit  Service  Worker. 

Transit  Operator  and  Transit  Car  Cleaner  were  both  large  volume 
examinations.  Due  to  the  critical  need  for  Transit  Operators,  four 
examinations  were  administered  during  this  past  year.  The  announcement  for 
Transit  Operator  was  issued  twice,  once  on  a  promotive  only  basis  for  current 
certified  temporary  Transit  Operators  and  once  for  part-time  employment  only. 
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mmm  development  unit 


MANAGEMENT  TRAINING 


The  primary  mission  of  the  Management  Development  Unit  is  to  provide 
developmental  programs  to  the  three  levels  of  management  in  all  City 
departments.   It  is  our  philosophy  and  practice  to  incorporate  in  our  programs 
the  same  concepts  for  all  management  personnel,  with  modifications  and 
applications  appropriate  to  different  levels,  so  that  each  department  has  the 
potential  to  develop  effective  management  teams  throughout  the  organization. 

Two  new  programs  were  added  in  the  past  year  to  the  executive  and  senior 
and  mid-management  curriculum,  Win/I^ln  Conflict  Resolution  and  Personality 
Type  and  Management  Style.  A  third  program  for  the  same  levels.  Organizing 
and  Implementing  Productivity,  was  designed  and  developed  and  will  be 
presented  on  a  regular  schedule  beginning  July  1987.  A  new  program  for 
first-line  managers.  Motivation  and  Management  Style,  was  designed  and  has 
been  offered  since  March.  It  more  directly  integrates  the  concepts  presented 
at  the  two  higher  levels  and  expands  the  content  presented  in  Improving 
Managerial  Effectiveness.  It  replaces  the  Situational  Leadership  course. 

The  following  curriculum  of  programs  is  now  available: 

Programs  for  Executives: 

Participants  are  nominated  by  the  Appointing  Officer 

1)  Managing  Motivation  for  High  Performance  (4-day  program) 

2)  Managing  Decision  Making  (3-day  program) 

3)  Managing  Effective  Meetings  (1-1/2  day  program) 

4)  Behavioral  Events  Selection  Interview  (2-day  program) 

5)  Win/Win  Conflict  Resolution  (2-day  program) 

6)  Organizing  and  Implementing  Productivity  (1-day  program) 

Programs  for  Senior  and  Mid-Managers: 

Participants  are  nominated  by  the  Appointing  Officer 

1)  Managing  Motivation  for  Effective  Performance  (5-day  program) 

2)  Personality  Type  and  Management  Style  (3-day  program) 

3)  Managing  Effective  Meetings  (1-1/2  day  program) 

4)  Behavioral  Events  Selection  Interview  (2-day  program) 

5)  Win/Win  Conflict  Resolution  (2-day  program) 

6)  Organizing  and  Implementing  Productivity  (1-day  program) 

Programs  for  First  Line  Managers: 

Interested  persons  register  through  their  departmental  liaison. 

Announcements  and  Registration  forms  are  sent  to  liaisons  for  publication 
six  weeks  before  each  Quarter. 
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1)  Improving  Managerial  Effectiveness 

2)  Motivation  and  Management  Style 

3)  Improving  Communications  Skills 

4)  Performance  Counseling 

5)  Planning  for  Results 

6)  Performance  Appraisal 

7)  Time  Management 

8)  Stress  Management 


(3-ddy  program) 
(2-day  program) 
<2-day  program) 
(1-day  program) 
(1-day  program) 
(1  day  program) 
(1-day  program) 
(1-day  program) 


PROGRAM  OUTPUT 

Executive  programs 
Participants  In  7  seminars 

Mid-Management  programs 
Participants  In  13  seminars 

First  level  programs 
Participants  in  63  seminars 


#   Participants    Average  hours  training  per  Manager 


100 


108 


1,153 


21 


26.6 


13 


Mr.  James  Harvey,  Chief  Executive  Officer  of  Transamerica  Corporation, 
very  generously  continues  to  provide  the  facilities  at  Transamerica 
Headquarters  for  our  executive  programs. 

In  Quarterly  registrations  for  all  programs,  there  are  many  more  managers 
than  we  can  accommodate  because  training  space  is  limited  to  one  room.  We 
continue  the  effort  to  obtain  additional  appropriate  training  facilities  in 
order  to  accommodate  the  number  of  managers  who  wish  to  participate  in  the 
programs . 

The  new  program  for  mid-managers,  initiated  in  February  1985,  has  been 
very  well  received.  It  is  the  same  program  offered  to  Appointing  Officers. 
One  year  after  attending,  participants  and  the  people  who  report  directly  to 
them  are  re-surveyed  in  the  areas  of  managerial  style  and  organizational 
climate.  There  Is  then  a  follow-up  session,  usually  half-day,  In  which  the 
participants  process  this  data.  The  seminar  is  conducted  by  two  of  our 
Training  Officers  who  have  been  trained  and  certificated  by  McBer  and  Company 
who  developed  the  program. 

PERFORMANCE  APPRAISAL 

The  Management  Development  Unit  1s  responsible  for  the  Performance 
Appraisal  System  in  all  departments.  Training  sessions  are  offered  on  a 
continuous  schedule  and  are  also  conducted  in  departments  to  accommodate  large 
numbers  of  participants. 

During  the  year,  the  Performance  Appraisal  Report  form  was  modified  and 
the  format  re-designed.  The  modifications  corrected  shortcomings  of  the 
initial  form,  re-arranged  the  rating  scale,  clarified  and  strengthened  the 
language  describing  each  rating  level.  Re-design  of  the  format  allows  a  cover 
for  greater  privacy,  definition  of  the  rating  levels  and  more  adequate  space 
for  documentation.  The  revision  provides  a  significantly  Improved  management 
tool  for  evaluating  and  documenting  the  performance  of  employees. 
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It  was  also  necessary  to  revise  the  Performance  Appraisal  Handbook  which 
Includes  procedures,  employee  rights,  schedules.  Instructions  and  guidelines 
for  review  of  reports. 

Copies  of  the  revised  form  and  Handbook  were  distributed  to  all  management 
and  supervisory  personnel  In  the  City  In  January.  Use  of  the  revised  form 
became  effective  February  1.  1987. 

Periodic  audit  of  the  system  is  essential  to  ensure  that  reports  are 
generated  and  returned  on  schedule  and  that  the  content  of  reports  Is  valid 
and  reliable.  The  audit  also  identifies  training  needs  which  the  Unit 
responds  to  as  quickly  as  possible. 

The  person  who  had  been  on  special  assignment  from  another  Civil  Service 
Unit  to  assist  us  in  the  audits  was  re-assigned  and  It  has  not  been  possible 
for  us  to  conduct  any  audits  since  December  1,  1985. 

Because  the  audit  process  1s  critical  to  maintaining  and  improving  the 
Performance  Appraisal  system  In  departments,  we  will  continue  to  request  an 
additional  Training  Officer  position  to  perform  this  function  and  to  assist  In 
conducting  other  training  seminars. 

PROGRAM  OUTPUT 

Performance  Appraisal  seminars 

Managers  trained  in  34  sessions  657 

Departments  audited 

July  through  November  1986  17 

OTHER  ACTIVITIES 

1.  A  member  of  our  staff  conducted  a  session  In  Communications  for  the 
annual  meeting  of  Clerks  of  Boards  of  Supervisors  of  Northern 

Cal ifornia  in  January. 

2.  In  December,  the  Director  hosted  a  delegation  of  six  members  of  the 
Civil  Service  Commission  of  the  Peoples'  Republic  of  China.  The 
delegation's  visit  to  study  federal,  state  and  municipal  personnel 
and  training  system  was  sponsored  by  a  Committee  of  the  United 
Nations  in  conjunction  with  the  Graduate  School  of  Brandeis 
University.  The  delegation  are  members  of  a  committee  engaged  in 
revising  their  Civil  Service  System. 

3.  The  Director  was  Invited  to  meet  with  three  members  of  the  State 
Senate  Advisory  Committee  on  Cost  Control  in  State  Government.  The 
Committee's  concern  was  to  learn  about  our  Integrated  training 
programs,  their  effective  administration  and  the  possibility  of 
applying  to  State  training  programs  our  concept  of  integrated 
training  for  greater  efficiency  and  effectiveness. 

4.  At  the  request  of  the  Assistant  Superintendent  of  the  San  Francisco 
Unified  School  District,  we  conducted  a  series  of  ten  training 
sessions  for  272  principals,  assistant  principals  and  custodial 
supervisors.  The  purpose  of  the  training  was  to  revitalize  the 
Performance  Appraisal  systme  for  classified  personnel  In  the  schools 
and  to  introduce  the  revised  form  and  Handbook. 
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EQUAL  EMPLOYMENT  OPPORTUNITY 


In  fiscal  year  1986-87,  the  Equal  Employment  Opportunity  Unit  successfully 
implemented  the  new  programs  which  were  authorized  and  developed  in  the 
previous  year.  These  include:  Program  for  the  Exempt  Employment  of  Severely 
Disabled  Individuals,  Affirmative  Action  Program  for  Women  in  Non-Traditional 
Employment,  and  city-wide  EEO  Training. 

Employment  of  Disabled  Individuals 

The  Program  for  the  Exempt  Employment  of  Severely  Disabled  Individuals  was 
fully  implemented  in  fiscal  year  1986-87  pursuant  to  Civil  Service  Commission 
Rule  34.  Under  the  rule,  a  department  may  choose  to  designate  an  entry-level 
position  to  be  filled  by  a  severely  disabled  person.  The  individual  who  is 
selected  for  the  position  must  meet  the  minimum  qualifications  for  the 
position  but  is  exempt  from  Civil  Service  testing.  After  one  full  year  of 
satisfactory  work  performance,  the  appointee  is  advanced  to  regular  permanent 
Civil  Service  status. 

The  Civil  Service  Commission's  EEO  Unit  is  responsible  for  coordinating 
the  recruitment,  selection,  appointment,  and  evaluation  processes  for  Rule  34 
designated  positions.  The  coordinating  function  includes  reviewing 
departments'  requests,  posting  job  announcements,  notifying  organizations  that 
provide  services  to  the  disabled,  scheduling  department  interviews,  and 
ensuring  that  appointments  and  performance  evaluations  are  processed  properly 
and  in  a  timely  manner. 

During  fiscal  year  1986-87,  EEO  Unit  staff  conducted  eight  orientation 
sessions  to  introduce  the  departmental  appointing  officers  and  their 
representatives  to  the  Rule  34  Program  and  to  explain  the  procedures 
established  to  implement  it.  A  total  of  eighty-two  representatives  from 
twenty-six  departments  attended  the  sessions.  The  orientation  sessions  are 
now  permanently  scheduled  every  two  months,  on  the  third  Thursday  of  the  month. 

The  EEO  staff  has  also  presented  the  program  to  a  number  of  California 
jurisdictions  including  Oakland,  San  Pablo,  Richmond,  Hayward,  and  to 
representatives  from  Bay  Area  Rapid  Transit.  In  January,  the  program  was  the 
subject  of  the  keynote  presentation  to  the  Governor's  Committee  on  Employment 
of  the  Handicapped  at  its  quarterly  meeting  in  San  Francisco. 

During  the  fiscal  year,  the  EEO  Unit  received  forty-three  requests  to 
designate  positions  for  the  Rule  34  program.  By  the  end  of  the  fiscal  year, 
twenty-nine  appointments  had  been  made  and  two  of  the  disabled  employees  had 
advanced  to  Permanent  Civil  Service  status. 

EEO  Training  Programs 

During  this  period,  the  Civil  Service  Commission  hired  an  EEO  Training 
Officer  and  substantially  increased  its  programs  to  train  departmental 
supervisors  and  managers.  The  following  programs  were  developed  and  presented 
by  the  Training  Officer  and  other  EEO  Unit  staff:  Sexual  Harassment: 
Identification  and  Prevention,  Fire  Service  Women  and  the  Issue  of  Sexual 
Harassment,  Human  Relations,  Responding  to  the  EEOC  and  DFEH,  and 
Investigative  Interviewing  Techniques. 
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During  this  period,  923  supervisors  and  managers  from  15  departments 
attended  42  training  sessions. 

In  October,  1986,  the  EEO  Unit  and  the  Human  Rights  Commission  jointly 
coordinated  a  conference,  "Issues  In  Equal  Employment".  It  was  attended  by 
150  managers  and  topics  Included:  Grievance  Resolution.  AIDS  In  the  Workplace, 
Women  In  Non-Traditional  Jobs,  EEO  Complaints ,  Terminations. 

Women  in  Non-Traditional  Jobs 

The  Women's  Employment  Program,  begun  in  1986,  focuses  on  the  employment 
and  retention  of  women  in  blue-collar  non-traditional  jobs  in  the  City  and 
County  workforce.   In  the  fiscal  year,  achievements  of  the  program  included: 
extensive  outreach  and  networking  into  the  women's  blue-collar  community, 
recruitment  for  examinations  where  women  are  underrepresented  and  expansion  of 
a  skills  bank  of  trained  and  experienced  craftswomen.  EEO  Unit  staff  also  set 
up  procedures  for  monitoring  certifications  and  appointments,  counseling,  and 
conducting  exit  interviews  in  those  classifications  targeted  by  the  Program. 
And,  training  on  the  prevention  of  sexual  harassment  was  made  available  on  a 
city-wide  basis. 

The  Mayor  appointed  a  15-member  Tradeswomen  Advisory  Committee  with 
representatives  from  the  women's  community,  unions,  city  departments,  women 
employees,  the  Mayor's  Office,  and  the  Board  of  Supervisors.  The  Committee, 
which  meets  quarterly,  advises  EEO  Unit  staff  on  its  current  programs  and 
offers  new  ideas  in  the  employment  of  women  in  blue-collar  jobs. 

Each  quarter,  EEO  Unit  staff  produced  the  Women's  Employment  Program 
Newsletter  and  distributed  it  to  women  working  for  the  City  in  non-traditional 
jobs.  The  Newsletter  covered  promotional  opportunities,  interviews  with 
tradeswomen,  information  such  as  layoff  procedures,  how  to  file  complaints, 
available  training,  etc. 

Discrimination  Complaints 

The  Equal  Employment  Opportunity  Unit  continued  to  administer  the  Civil 
Service  Commission's  internal  discrimination  complaint  resolution  process. 
During  Fiscal  Year  1986-1987,  seventy-seven  (77)  complaints  were  filed  under 
Civil  Service  Commission  Rule  One.  Considerable  staff  time  and  resources  were 
spent  on  the  investigation,  conciliation  and/or  adjudication  of  these 
charges.   EEO  Unit  staff  increased  efforts  at  mediation  and  settlement  of 
complaints,  including  informal  resolutions  and  binding  written  settlement 
agreements. 

The  Equal  Employment  Opportunity  Unit  received  fifty-one  (51)  complaints 
filed  with  the  U.S.  Equal  Employment  Opportunity  Commission  and/or  the 
California  Department  of  Fair  Employment  and  Housing.  The  staff  provided 
technical  assistance  to  City  departments  regarding  State  and  Federal  E.E.O. 


re 
on 


quirements  and  assisted  departmental  personnel  at  fact-finding  conferences, 
i-site  monitoring  reviews  and/or  negotiation  of  settlement  agreements. 
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Announcement  Reviews 

176  examination  announcements  prepared  by  the  various  examination  sections 
were  reviewed  by  the  EEO  Unit  prior  to  Issuance  of  the  announcements.  The 
announcements  and  examination  plans  are  reviewed  for  compliance  with  equal 
employment  opportunity  guidelines  to  ensure  against  negative  impact  on 
minority  and  female  applicants.  Recruitment  plans  were  prepared  for  classes 
requiring  minority/female  recruitment. 

Outreach  and  Recruitment 

The  EEO  Unit  conducted  affirmative  action  outreach  activities  to  recruit 
minorities  and  women  for  30  Civil  Service  examinations.  This  year,  much  of 
the  Unit's  recruitment  efforts  concentrated  on  Increasing  the  representation 
of  women  and  minorities  in  blue  collar  jobs.  Exams  recruited  for  include: 
Electrician,  Carpenter,  Transit  Operator,  Gardener,  General  Laborer,  Police 
Officer,  and  Police  Communications  Dispatcher. 

In  the  area  of  community  outreach,  EEO  Unit  staff  attended  job  fairs  and 
participated  at  conferences  sponsored  by  San  Francisco  State  University, 
Stanford  Minority  Engineering  Societies,  Bay  Area  Urban  League,  Sheriff's  Work 
Furlough  Program,  Golden  Gate  University  School  of  Law,  U.C.  Berkeley,  San 
Jose  State  University. 

Oral  Authorizations 

The  Civil  Service  Commission's  EEO  Unit  continues  to  receive  and  review 
requests  by  departments  to  make  temporary  appointments  when  there  is  no 
available  eligible  list.  Each  request  is  monitored  for  an  approved 
requisition,  available  candidates  from  eligible  lists  or  examination  pools, 
qualifications,  employabi 1 1 ty  restrictions  on  the  candidate,  and  most 
importantly,  for  affirmative  action  compliance. 

In  fiscal  year  86/87,  3188  oral  authorizations  for  temporary  employment 
were  approved.  56%  of  these  appointments  were  minority;  52%  were  women. 

EEO  Reports 

The  Civil  Service  Commission's  EEO  Unit  continues  to  coordinate  workforce 
composition  data  and  EEO  reports  for  state  and  federal  reporting,  affirmative 
action  plans,  recruitment  targeting,  and  numerous  other  uses.   In  addition  to 
reports  on  Civil  Service  employments  by  class,  status,  race,  sex,  department 
and  occupation,  this  fiscal  year,  EEO  reports  were  generated  and  used  to 
implement  the  City's  pay  equity  program. 

Bilingual  Programs 

The  EEO  Unit  reviewed  130  requests  from  departments  to  designate  specific 
requisitions  with  bilingual  requirements.  Thirty-seven  language  proficiency 
examinations  were  administered  to  Individuals  selected  for  bilingual  positions 
(6  Chinese,  27  Spanish,  1  Tagalog,  2  American  Sign,  1  Vietnamese). 
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CfRIIFICATION 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
eligibles  (eligible  lists).  When  a  personnel  requisition  is  received  in  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed  and 
the  name  or  names  of  the  eligibles  under  the  Rule  of  Three  (3)  or  by  selective 
certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.  When  an  eligible  Is  appointed,  the 
Certification  Unit  validates  the  appointment. 

In  November,  1979,  Proposition  C  was  approved  by  the  electorate  which 
amended  Charter  Section  8.329  as  to  the  rights  of  temporary  employees  to 
permanent  positions.  This  amendment  as  Implemented  by  Civil  Service  Rules, 
provides  for  selective  certification  in  that  employees  certified  to  temporary 
positions  from  an  eligible  list  who  had  satisfactory  service  with  the  City  for 
six  months  or  for  another  designated  time  period  would  be  entitled  to  be 
appointed  to  a  permanent  position  in  that  same  class  before  persons  having 
higher  rank  who  had  not  been  appointed  to  a  permanent  City  position. 

CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1985-87 

Eligibles  Certified  10,189 

Appointments  Validated  6,753 

Separations  Recorded  6,341 

Number  of  New  Lists  347 

Number  of  Eligibles  on  New  Lists                9,454 

Number  of  All  Lists  1 .154 

Number  of  Eligibles  on  All  Lists               30.052 
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MANAGEMENT  INFORMATION  SERVICE 


The  Management  Information  Service  1s  responsible  for  the  operation  of  the 
department's  data  and  word  processing  systems.  These  systems  operate  on  an 
Integrated  network  of  mini-computers,  word  processors  and  personal  computers 
supporting  58  workstations  In  all  Civil  Service  Commission  offices. 

During  FY  1986-87,  major  modifications  were  completed  to  the  equipment 
supporting  these  systems,  Involving  the  exchange  or  upgrading  of  approximately 
60%  of  the  Installed  Inventory. 

The  development  and  Installation  of  data  processing  systems  supporting 
Civil  Service  Commission  programs  was  disrupted  during  this  year  by  the 
requirements  of  Proposition  J.  the  pay  equity  Initiative,  which  was  passed  by 
the  voters  In  November  1986.  In  order  to  comply  with  the  requirements  of  this 
initiatives  the  unit's  personnel  and  programming  resources  were  diverted  to 
support  the  planning  and  implementation  of  systems  to  support  this  legislation. 
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ADHINISTRAIIVE  SERVICES 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Section  provides  Information  and  Interpretation 
to  City  departments,  employees  and  the  general  public  on  Civil  Service  rules 
and  regulations,  Civil  Service  provisions  of  the  Charter,  and  other 
personnel-related  ordinances  and  documents.  This  unit  reviews  and  approves  or 
recommends  to  the  Civil  Service  Commission  on  a  wide  variety  of  personnel 
matters.  Including  leaves  of  absence,  reductions  in  force  and  other  Issues 
which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil  Service 
offices.   In  addition,  this  section  develops  and  revises  personnel  practices, 
policies,  rules,  forms  and  procedures.  Unit  staff  represent  Civil  Service  In 
meet  and  confer  negotiations  with  employee  organizations. 

Another  function  of  this  unit  Includes  preparation  of  staff  reports  on 
behalf  of  City  departments  to  the  Civil  Service  Commission.  Topics  of  staff 
reports  include  limited  tenure  appointments,  extension  of  holdover  rights, 
status  grants,  near  list  appointments,  non-Civil  Service  separations,  medical, 
criminal,  and/or  background  rejections,  etc. 

Two  projects  begun  during  the  fiscal  year  1985-86  are  now  successfully  in 
place.  The  records  maintenance  and  storage  program,  which  is  now  on-going, 
has  enabled  the  Civil  Service  Commission  to  readily  access  and  store  essential 
records.  The  City-wide  personnel  policy  and  procedures  manual  has  proved  to 
be  an  outstanding  tool  for  staff  of  each  city  agency.  Since  the  first  section 
distributed  during  the  fiscal  year  1986-87,  there  has  been  five  new  package 
distributions.  They  covered  such  topics  as  requisitions,  certifications, 
appointments,  Rule  34  -  Employment  of  the  Severely  Disabled,  Classification 
and  Salaries.  Work  on  this  project  will  continue  throughout  the  coming  year. 

Supervision  and  coordination  of  the  Certification  and  Mail  and 
Reproduction  Services  Units  are  other  functions  of  the  In-Service  Activities 
Section. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as 
fol lows : 

1.  Print  forms,  examinations,  reports,  training  materials  and  employment 
Information,  etc. 

2.  Disseminates  official  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 

3.  Picks  up  Inter-department  business  materials,  sorts  and  delivers  to 
proper  destinations.  These  destinations  Include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  Incoming  mail. 

5.  Picks  up,  sorts  and  expedites  outgoing  mall. 
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MAIL  DISTRIBUTION  BY 

MAIL  AND  REPRODUCTION  UNIT 

FOR  1986-1987  FISCAL  YEAR 

U.S.  MAIL                                     NO.  OF  PIECES 

1985-86  1986-87 

INCOMING:                                  119.438  184.012 

OUTGOING:                                 62.300  85.618 

INTERDEPARTMENTAL  MAIL:                       91,884  111,014 


(CSC»City  Departments) 


REPRODUCTION 


No.  of  Printing         Per  Cent 
Units  Impressions  Of  Nork 

1985-86   1986-87      1985-86  1986-87 

Administration  860,159   1.010.000    30.64    29.24 

Certification  87.790     102.000     3.13     2.95 

Classification  40.155     34.750     1.43     1.15 

EEO  105,565     178,000     3.76     5.15 

Salary  12.200     16,390      .44      .47 

Timeroll  Audit  18,000     18.000      .64      .52 

Training  123,985     150,850     4.41      4.37 

Management  Information  Service     58.685     65.000     2.09     1.88 

Subtotal  1.306,539   1,579,990     46.54     45.74 

Exami  nation  Uni  ts 

Civil  Service  Commission 

Airport  (Decentralized) 

DPH  (Decentralized) 

DSS  (Decentralized) 

Subtotal 

Grand  Total 


1,293,238 

1,642,000 

46.06 

47.54 

9,500 

7,300 

.34 

.21 

189.370 

218.060 

6.75 

6.31 

8,600 

6,800 

.31 

.20 

1,500.708 

1  .874,160 

53.46 

54.26 

2,807,247 

3.454,150 

100.00 

100.00 
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AIRPORTS  COMMISSION  DECENTRALIZED  PERSONNEL  UNIT 

The  Airport  Decentralized  Personnel  Unit,  with  a  staff  of  two 
professionals  and  a  Personnel  Technician,  perform  work  under  a  generallst 
personnel  concept.   The  Unit  Is  responsible  for  recruitment  and  the 
development  and  administration  of  examinations  for  Airports  Commission 
positions.  The  Unit  Is  also  responsible  for  the  classification  and 
reclassification  of  Airport  positions  including  the  preparation  of  reports  for 
review  and  final  disposition  by  the  Civil  Service  Commission  and  for  assisting 
management  in  organizational  development  planning. 

In  addition  to  these  major  functions,  the  Unit  also  has  had  responsibility 
for  the  coordination  of  personal  services  contracts  for  Civil  Service 
Commission  approval,  the  coordination  of  all  decentralized  functions  Including 
the  notification  of  promotional  opportunities  to  Airport  employees;  research 
and  preparation  of  reports  on  in-service  activities;  and  the  management  of 
special  projects. 

A  major  component  of  the  Airport  Decentralized  Personnel  Unit's  programs 
is  minority  outreach  recruitment.   In  addition  to  recruitment  through 
newspaper  advertising  and  job  fairs,  Unit  staff  have  maintained  regular 
contact  with  community  organizations,  other  counties'  agencies,  and  other 
airports  and  served  on  advisory  boards  for  organizations  involved  In  skills 
training  in  an  effort  to  effectively  reach  greater  numbers  of  qualified 
targeted  groups. 

In  the  examination  program,  events  of  particular  significance  this  year 
included  use  of  the  lateral  entry  approach  for  the  selection  of  Airport  Police 
Officers,  a  first  for  the  City  and  County  of  San  Francisco.  A  cost  savings  of 
$5000  minimum  per  hire  is  estimated  from  this  selection  process  in  addition  to 
the  benefit  of  obtaining  fully  qualified  officers  in  an  efficacious  manner.  A 
major  examination,  that  for  Airport  Police  Sergeant,  was  also  administered 
this  fiscal  year.  The  prior  examination  for  this  job  was  administered 
approximately  seven  (7)  years  ago.  The  most  recent  examination,  though  under 
close  Police  Officer  Association  scrutiny,  came  to  a  successful  conclusion, 
and  four  (4)  new  Airport  Police  Sergeants  have  already  been  hired  from  this 
eligible  list.  Including  one  new  female  sergeant. 

A  significant  classification  study  this  fiscal  year  Involved  the  review  of 
all  Airport  secretarial  positions  and  the  subsequent  removal  of  a  stenography 
requirement  for  many  of  the  positions,  thereby  facilitating  the  hiring  of 
qualified  persons  for  these  jobs. 

In  addition,  during  the  1986-87  fiscal  year,  three  other  examinations  were 
administered,  69  positions  were  classified;  all  new  and  substitute  positions 
for  the  1987-88  budget  were  reviewed  and  documentation  provided  to  the  Civil 
Service  Commission  staff  for  recommendation  to  the  Mayor's  Office;  and  a 
number  of  special  projects  were  completed  or  initiated  by  Airport 
Decentralized  Personnel  Unit  staff. 
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Goals  of  the  Airport  Decentralized  Personnel  Unit  are  to  manage  an 
effectual  job  classification  program  and  to  stabilize  the  work  force  through 
the  hiring  of  employees  who  have  the  skills  and  abilities  necessary  to  perform 
their  jobs  well.   Effective  personnel  management  will  continue  to  be  a  major 
key  to  Increasing  efficiency  1n  the  work  place,  and  thereby  Increasing  safety, 
cleanliness,  and  convenience  for  the  traveling  public  at  San  Francisco 
International  Airport. 
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PUBLIC  mm  DECENIRALIZEO  CIVIL  SERVICE  UNIT 


The  Department  of  Public  Health  Decentralized  Civil  Service  Unit  Is 
responsible  for  administering  the  examination  and  classification  programs  for 
the  Department  of  Public  Health. 

THE  EXAMINATION  PROGRAM 

The  unit  implements  the  examination  plan  for  approximately  5.600 
positions  within  a  variety  of  classifications  ranging  from  administrators  and 
professionals  to  technicians  and  para-professionals.   Examination  analysts 
conduct  job  analyses,  develop  minimum  requirements,  examination  plans,  written 
and/or  oral  questions,  issue  announcements,  screen  applications,  administer 
written  and  performance  tests,  convene  oral  exams,  score  tests,  collate 
results,  answer  protests,  and  post  eligible  lists. 

Many  entrance  level  professional  and  technical  classification,  have  a 
high  volume  turnover,  and/or  have  legal  requirements  such  as  certificates  or 
licenses  that  are  imposed  by  State  and/or  Federal  regulatory  agencies;  other 
classifications  have  specialties  with  special  requirements,  or  require 
bilingual  skills  in  order  to  provide  services  to  clients  who  are  monolingual 
in  a  foreign  language.  All  these  factors  make  examination  development, 
recruitment  and  testing  very  challenging,  and  require  flexibility.  Class  2320 
Registered  Nurse,  for  example,  meets  all  the  above  criteria  and  so  requires 
innovative  handling;  the  examination  for  this  classification  is  therefore  open 
on  a  continuous  basis  for  approximately  15  specialties,  and  is  administered 
more  frequently  than  that  of  any  other  classification.  A  recent  Registered 
Nurse  exam  plan  further  decentralized  the  examinations  for  2320  Registered 
Nurse  allowing  the  Nursing  Department  to  administer  these  examinations  in 
order  to  maximize  recruitment  and  expedite  the  hiring  process. 

EXAM  PRIORITIES  AND  GOALS 

The  examination  program  is  developed  after  consultation  with  Personnel 
Officers,  a  review  and  analysis  of  current  and  anticipated  vacancies, 
affirmative  action  goals.  Departmental  requests  and  needs,  and  Memoranda  of 
Understanding  between  the  Department/City  and  the  Unions.  However, 
examination  priorities  are  subject  to  change  to  reflect  organizational  changes 
and  new  program  requirements  and  emphasis. 

The  examination  division's  objective  for  fiscal  year  86/87  was  to 
establish  100  eligible  lists.  This  goal  was  achieved  as  indicated  by  the  data 
given  below. 

An  underlying  goal  of  the  division  is  to  facilitate  more  and  more 
permanent  hires  as  well  as  further  the  department's  affirmative  action 
achievement.  The  great  strides  made  in  these  two  areas  have  been  due  in  part 
to  the  achievement  of  the  examination  division. 
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EXAM  PROGRAM  OUTPUT 
CURRENT  FISCAL  YEAR  (07/01/86  -  06/31/87) 

1.  Examination  announcements  issued  29 

2.  Applications  received  and  screened  2967 

3.  Number  of  Exams  administered  107 

4.  Number  of  participants  1736 

5.  Number  of  Eligible  Lists  107 

6.  Number  of  Eligibles  on  Lists  1405 

CLASSIFICATION  PROGRAM 

The  Department  of  Public  Health  Decentralized  Civil  Service  Commission 
Unit  is  responsible  for  the  administration  of  the  Department's  Classification 
plan.  The  Classification  Team  coordinates  and  conducts  classification  and 
salary  studies  for  approximately  5,200  permanent.  150  grant  funded  and  250 
temporary  positions  within  Department  of  Public  Health  Administration  and  the 
150  grant  funded  and  250  temporary  positions  within  Department  of  Public 
Health  Administration  and  the  four  (4)  divisions  of  the  department:  San 
Francisco  General  Hospital,  Laguna  Honda  Hospital,  Public  Health  Programs  and 
Mental  Health  Programs.  The  work  involves  classification  of  new  positions, 
reclassification  of  existing  positions,  recommendations  on  organizational 
staffing  patterns  and  wage  and  salary  levels  based  on  internal  and  external 
evaluation  and  survey  research,  and  problem  resolution  commonly  achieved 
through  position  audits,  analyses  of  pertinent  legislation  and  studies  of 
industry  standards. 

PROGRAM  OUTPUT:  JULY  1,  1986  -  JUNE  30.  1987 

A.  Positions  classified/real located/reclassif led 

(approved  by  CSC) 105 

Recommendations  submitted  to  department/CSC 
(includes  grant  funded  positions  and 
studies  currently  under  review) T_85 


Sub  total  290 


B.  New  Classes  established,  consolidated 
and  abol ished 


Additional  reports /recommendations 

submi  tted  to  department/CSC 18 

(Total  includes  recommendations  for  9  new  classes 
established  and  4  abolished) 

Sub  total  22 

C.  Class  Specifications  amended 3 

Specification  amendment  reports  under 

review  by  CSC 3 
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D.  Internal  salary  adjustment  reports 

submitted  to  CSC 1 

E.  Total  new/substitute  positions 

In  FY  1986/87 125 

1986/87  positions  classified/ 

recommendations  submitted 121 

Percentage  of  1986/87  positions  classified 

recommendations  submitted 96. 8X 

F.  1987/88  positions  reviewed  and  recommendations 

submitted  to  CSC 143 

MAJOR  CLASSIFICATION  STUDIES 

Health  Program  Coordinator 

Sixty-seven  positions  allocated  to  three  classes  In  the  series  were 
analyzed  to  ensure  allocations  were  appropriate  to  duties  performed  within  the 
current  organizational  structure.  Implementation  of  staff  recommendations  may 
result  in  abolishment  of  the  HPC  series,  reallocation  of  several  positions  to 
existing  classes  and  establishment  of  9  new  classes  within  6  series. 

Mid  Level  Practitioner 

Pursuant  to  a  directive  from  the  Health  Commission,  staff  reviewed 
all  Nurse  Practitioner  positions  within  the  department  to  determine  whether 
duties  could  be  performed  by  Physician  Assistants.  Results  Indicated  that 
approximately  73%  of  the  jobs  could  be  reallocated  to  a  new  classification, 
"Mid-Level  Practitioner",  which  would  allow  the  employment  of  Physician 
Assistants  as  well  as  Nurse  Practitioners. 

AFFIRMATIVE  ACTION  AND  RECRUITMENT 

The  unit  works  closely  with  the  Department  of  Public  Health  Equal 
Employment  Opportunity/Affirmative  Action  Office  in  order  to  discharge 
guidelines.  Specifically,  management  of  the  two  units  jointly  develop  annual 
affirmative  action  goals  and  an  examination  plan  to  facilitate  the  achievement 
of  these  goals. 

Additionally,  the  unit  administers  an  advertising  budget  In  excess  of 
$40,000.00  annually,  to  recruit  qualified  applicants  and  to  meet  specific 
departmental  and  affirmative  action  needs. 
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SOCIAL  SERVICES  OECENTWLUED  PERSONNEL  UNIT 


The  Decentralized  Unit  was  established  In  1978  through  a  Memorandum  of 
Understanding  between  the  Department  and  the  Civil  Service  Commission.   The 
Unit  Is  charged  with  developing  and  administering  both  entrance  and 
promotional  examinations  In  the  Eligibility  Worker,  Social  Worker  and 
Child-Welfare  classifications  which  are  commonly  found  In  the  Department  of 
Social  Services.   The  Unit  Is  also  responsible  for  development  and 
administration  of  the  examinations  for  City-wide  Transcriber  Typist  and  Senior 
Transcriber  Typist  classifications. 

During  the  period  July  1,  1986  through  June  30,  1987,  the  Unit  output 
was  as  fol lows: 

Examination  Announcements  Issued 

Combined  6 

Eligible  on  Lists  804 

El igible  Li  sts  5 


EXAMINATION  TYPE 


Number  of  Exams 
Admlnl stered 


Written  3 

Oral  Appraisal  5 
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